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infroductory Statement

This Employee Handbook is intended to provide employees of the Town of East Hampton with '

basic gutdelines and information about working conditions, employee benefits and some of the
polices affecting your employment. No employee handbook can answer every question, nor
would we wani 1o reskict the normal question and answer interchange among us. 1t is in our
person-to-person conversations that we can beifer know each other, express our views and
work together in a harmonious relationship.

We hope this Handbook will help you feel comfortable with us. We depend on YOU-YOoUr success
is our success. Please don't hesitate to ask questions. Your Town Manager or Human Resources
Department will gladly answer them. We believe you will enjoy your work and your fellow
employees here. We diso believe you will find the Town of East Hampton a good place fo work.

We ask that you read the Handbook carefully and refer to it whenever questions crise, We
suggest thai you take it home so your family can become familiar with the Town of East
Hampton and our policies. 1t describes many of your responsibilifies as an employee and
outlines the programs developed by the Town to benefit employees. One of our objectives is fo
provide d work environment that is conducive to both personal and professional growth.,

Nothing contained in this manual is intended to create, nor shall be construed as creating, an
expressed or implied confract of employment or guarantee of employment for any term. In
case of a conflict, any applicable union contract/collective bargaining agreement, ordinance,
statute or charler shall confrol; however, In the absence of such a provision, employment is af-will,
and may be ferminated by the Town or the employee at any time with or without cause.

The Town's policies, procedures, practices and benefits may change with time. They may
require clarifying, amending and/or supplementing. The Town retains the right o make changes
at any fime and will altempt to advise employees when changes occur.,

Due to mandates of legisiation, the Town's obligation to East Hampton citizens and

taxpayers and the neod to address and resolve issues that arise in government, the Town of East
Hamption must and does reserve the right to change, delete, suspend or discontinue any
provision of this handbook. Such changes in.consideration of continued employment shail
apply to all existing and future employoes.

Descriptions of various fringe benefits such as medical insurance are summaries only and are
provided solely for informational purposes. Nothing herein shall be construed as creating a
contractual right to receive such benefits. Should the descriptions in this handbook differ with
any plan or document involved, the formal plan document shall govern,

When the context so requires, the masculine gender shall include the feminine and
the feminine shall include the masculine, and the singular shall include the plural and the plural
the singular,

General Policy
The Town of East Hampton is an Affirative Action, Equal Opportunity Employer.  As an

emplovyer, it is the intent of the Town to comply with dll stale and federal laws pertaining o
municipal personnel.

In order to provide for the successful operation of municipal agencies and to promote an
effective employee/employer working relationship, it is hereby declared that:

1. The Town will employ the best available person for any given position.
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2. FEfforts will be made to promote effective and enthusiastic work performance on the part
of all employees.

3. Promotion from within, whenever practical, will be offered to qualified and eligible
individuals.

4. Each person will be treated with consideration and respec.

5. The Town will provide a clean, healthy and safe work environment.,

6. Fair wages will be paid in line with job requirements and performances on the job.

7. Benefils such as holidays with pay, vacalions and sick leave will be in line with current
practices and condifions.

8. Each employee is expected to show o genuine interest in their work and perform to the

best of their ability every working day.
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Accident Reporiing

If an employee becomes involved in an accident involving his/her assigned vehicle, he/she will
be required fo report the accident immediately to local authorities and the Town Manager
{vehicle should not be moved unless inshructed 1o by local authorities). An "Employee Incident
Report" should be completed and submitted within 24 hours to the office of the Town Manager.

Employees will be liable for all damages to persons, vehicle, structures, efc. if involved in an
accident involving his/her assigned vehicle outside the normal course of business. Employees
will also be liable for damages that are not reported to the Town.

Alcohol

The abuse of alcohol is a serious threat 1o both the "Town" and its employees. Management
and employees are equdlly responsible for maintaining a safe and healthful working
environment,

The possession, use or sale of alcohol on Town premises or while during the course of conducting
Town business is strictly prohibited and will conslilute grounds for termination. Town of East
Hampion property includes alf facilities, offices, buildings, equipment, automobiles, frucks,
vehicles and parking areas, whether owned, leased, used or under the control of the Town.

Any employee under the influence of alcohol which impairs judgment, performance, or
behavior while on Town of East Hampton premises or while during the course of conducting
Town of East Hampton business will be subject to discipline, up to and including termination,
“Under the influence" means being unable to perform work in a safe and productive manner, or
being in a physical or mental condition that creates a risk fo the safety and well-being of the
individual, other employees, the public or Town of East Hampton property or in violation of any
state or federal laws governing the same.

The Town reserves the right o require any employee suspected of alcohol abuse fo undergo
testing, in accordance with state or industry regulations. Also, the Town reserves the right fo
require employees returning from rehabilitation for alcohotism to submit to periodic testing as a
condition of his/her conlinued employment. Employees who refuse 1o be tested will be subject
to discipline, up to and including termination.

With cause, the Town of East Hampton reserves the right to conduct searches and inspections of
employees’ personal property and effects, including vehicles and lockers, for the purpose of
determining if this policy is being viclated. All employess are expected 1o cooperate with
inspections and failure to do so will result in discipline, up fo and including termination.

The Town of East Hampton may take into custody any alcohol found on the premises and use it
as evidence in disciplinary proceedings.

Employees who show up under the influence of alcohol will not be allowed to go to their
respective work siations or drive themseives home. Either a family member or diiving service will
be contacted, and arrangements will be made fo have the employee driven home.

Reasconable accommodation will be offered to any employee who admits fo an alcohol
problem, fo the exfent required by faw. However, the Town may discipline, discharge or deny
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employment o an employee whose use of alcohol adversely affects job performance or
conduct fo the exient that he/she is not qualified to perform the essential functions of his/her
job.

The confidential nature of the medical records of individuals with alcohol dependency will be
preserved. These records will be kept separate from the employee's personnel fite, and as part
of confidential medical records.

The Town of East Hampton accepts no responsibility for any alcohol consumption af informal
employee events, No employee has the right to designate any informal event as Town
sponsored. No notices of such events may be placed on bulletin boards without specific
management approval.

Applications

Applications for employment in the Town will be accepted at afl fimes. Employment
applications will be kept in an active file for a period of 90 days and will be otherwise
maintained and/or destroyed as required by law.

Aftendance

Regular and on-fime atfendance is expected and essential for efficient operations at the Town.
Good attendance is an important job reauirement and an essential duty of every position.
Excessive absenfeeism and tardiness is not only inconvenient but also causes cosily problems.
While it is recognized that an occasionat lliness or unusual personal reason may cause
unavoidable absence from work or tardiness, regulc:r on-time attendance is required for
confinued employment.

Definition of absence: An employee is absent when he/she fails fo report for and remain at work
as scheduled. Lateness is a short absence af the beginning of the workday. Leaving early, even
with permission, betfore the four of duty ends may also be an absence. Absence, then, includes

all iime lost from the work schedule, whether avoidable or unavoidable, voluniary or involuniary.

Employees are required to personally make the effort fo nofify their supervisor of any absence or
tardiness prior to thelr starting time so that arrangements may be made to alter distribution of
work if necessary. In the event that the employee is unable fo nofify their supervisor at home,
they should leave a message on the answering machine or email their supervisor at work, as well
as the Town Manager's Office or Human Resources voicemail. Employees should be prepared to
substantiate the reasons for their absences if asked.

Notification from another employee or relative is not accepltable, except under emergency
conditions.

Employees must clear planned absences in advance with their supervisor, allowing as much
notice as they can.

If an employee fails to give proper notification of his/her absence or if hisfher supervisor
considers the reason unacceptable, the employee will be charged with an unexcused
absenco.
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Falsification of fime records or failure 1o follow Town attendance and time record policies and
procedures may result in disciplinary aclion, up to and including immediate discharge. Any
employee who fails fo maintain an acceplabie attendance record will be subject to disciplinary
action, up to and including discharge. An employee who fdils fo call in for three successive
days, and fails fo produce an acceptable excuse for not calling in, will be considered to have
voluntarily quit,

Unsatisfactory attendance will have an adverse effect on any promotion considerations.

All employees are expecied to strive for perfect attendance by:

Maintaining reasonable health standards and taking precautions against illness.
Not permitting minor indispositions or inconveniences to keep them away from the job.
Making every effort to live and work safely - observing safety rules and practicing safety
both on and off the job.

¢ Atfending 1o personal offairs and obligations at times outside of their working hours.

At-Will Employment

Employment with the Town of East Hampton is at-will for an indefinite period of fime, unil
terminated by either the Town or the ermployee, with or without cause. That means either party
may end the relationship. In case of conflict, any applicable union contract/collective
bargaining agreement, ordinance, stalute, contract or charter shall control: however, in the
absence of such a provision, employment is at-will despn‘e anything that an employee may read
info any Town of East Hampton material.

Nothing infended in this handbook or oral representation by any Town of East Hampfon
personnel will create a confract of employment. No employment practice of the Town is
intended to create a conkract of employment.

These employment guidelines ore'lﬁl‘ended only as an explanation of employment practices,
policies, benefits and a generol guide to working. They do not represent contractual terms of
employment,

The Town of East Hampton's policies, benefifs and rules as explained in this handbook may be
changed from lime fo time as business, employment legislalion and economic conditions
dictate, :

Employees are expected to behave in a manner consistent with existing policies and codes of
conduct.

Background Checks

The Town may conduct a background check to determine or verify background information,
including educational records, criminal records, credit records, driving records, Workers'
Compensation records, military records, federal court records, etc., in accordance with the law.
Other kinds of verification checks may be added if a particular position warrants. The purpose of
the background check is to ensure that individuals who join the Town are well-qudiified, have a
strong potential to successfully fulfill the requirements of the job and have honestly presented
thelr background and qualifications as outlined on their application and résumé.
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Background checks apply to new hires, as a condition of employment, after the job offer is
made. Employment will be contingent upon the resulis of the background check.

Background checks are conducied on current employees who transfer into a position when the
position has been identified os requiring a background check and o background check was not
done whenh the employee was hired.

Having a criminal history or criminal conviction does not necessarily preciude employment. The
nature of the offense and its relevance 1o the particular job are considered on a case-by-case
basis. Considerations include the naiure of the position involved and the implications for general
safety and security.,

Reference checks are an essential part of the background checking process. The Town asks il
references a series of questions about work experience, character, personal habils, educational
background and persondality as they pertain to successiul fulfiliment of job requirements.

To assure confidentiality of ol applicant information obtained during a background check,
Human Resources coordinales the background checking process.

Any applicant who provides misteading, erroneous, or deceplive information on the application
form, résumé or in an interview (including a failure fo disclose prior conviclions) could be
immediaiely eliminated from further consideration for employment and possibly terminated if
discaovered after employment begins.

Behavior at work

The Town of East Hampton prohibits the deliberate, repeated bullying of one employee by
anolther, which prevenis the largeted individual from accomplishing hisfher work., The term
“bullying” includes, but is not limited to, disparaging or disrespectful verbal or physical behavior
even if it is unretated o a person's race, color, sex, national origin, religion, age, disability or
other protected characteristics, It can involve demeaning remarks, public humiliation, offensive
language, threats, elc.

The Town of East Hampton recognizes that gossip can be exiremely detrimentat to a workplace.
It can damage reputations, hurt morale and decrease productivity. Therefore, the spreading of

gossip that involves sensitive subjects or harms a co-worker, supervisor, customer, etc.,, is striclly
prohibited,

if at any time employees feel they are not being freafed with respect or courtesy by other
employess or any manager or supervisor, they are urged fo file a complaint with their supervisor,
the Town Manager or the Human Resources department. It will nef be necessary for employses
to go through their immediate supervisor 1o file such a complaint if their concern/complaint is
with their supervisor. A confidential investigation will be made and corrective action will be
faken, if warranted.

Insubordination, including improper conduct toward a supervisor or refusal to perform iasks
assigned by o supervisor in the appropriate manner, is considered inappropriate workplace
conduci.

Employees must conduct themselves so that the safety of both themselves and their fellow
workers is preserved.
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Bereavement

The Town of East Hampion recognizes that bereavement is a difficult period for an employee.
Every effort will be made to ensure that the employee is able to attend to necessary family
matters without loss of earnings.

Each full time employee shall be granted, with pay, funeral leave up to a total of three (3)
working days in the event of the death of the employees' spouse, child, mother, father, sister,
brother, grandparent, grandchild, stepchild or stepparent.

Each regular full-fime employee shall be granted, with pay, funeral leave up to a total of two {2)
working days in the eveni of the dealh of the employees’ fatherin-law, mother-in-aw,
daughter- in-law, son-in-law, brother-inlaw, or sister- in-law.

Each regulor full-time employee shall be granted, with pay, funeral leave up to a fotal of one (1)
working day in the event of the death of the employee’s gunt or uncle or niece or nephew.

Funeral leave shall apply only to an employee who is acludlly in altendance at the funeral or
engaged in aclivilies in connection therewith.

Empiloyees are expected to use personal or vacaﬁon'. time to attend the funeral of a close
friend.

All time off must be taken on consecutive c__lgys.

In order to be eligible for bereavement leave, employees must nofify their supervisor no later
than the first scheduled workday following the death of an immediate fomily member of their
need for leave and specify the date they will return fo work.

When employees are granfed bereavement leave benefits, they are expected fo use the leave
for the purpose for which it is infended. The Town reserves the right fo ask for the name and
relationship of the deceased and the funeral home that is handling the service and fo otherwise
verify the need for the absence,

Breaks

Each employee may have two (2) fifteen (15) minute breaks each workday; one in the morning
and fthe other in the afternoon as approved by their supervisor. Bregks must be staggered in
order to make sure that someone remdains in the department at dlf fimes and the office remains
open. Employees' rest breaks are considered working fime; the breaks are paid,

The schedule for lunch and break periods is set by the department supervisor in ¢ manner fhat
allows business operations to continue uninterrupted during the day. Their supervisor will advise
them of the schedule for lunch and breaks in their department.

Lunch periods are unpaid time. Employees who eat lunch at their desks are asked to refrain
from working during their meat break. Employees who work during their meal break against their
supervisor's request may be subject to discipline.

In fairness to fellow workers, employees are expected o observe the time limils set for rest and
lunch periods. Employees who return ate from lunch or breaks are subject to discipline.
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Breasti-feeding

The Town of East Hampton promotes and supporis fernale employees’ continuation of breast-
feeding upon their return to work. Therefore, the Town allows and encourages nursing mothers
to express breast milk for their babies in the workplace, within the context of a business
environment,

The Town will provide reasonable unpaid breaks each day fo an employee who needs to
express breast milk for her infant, The break time shall, if possible, run concurrently with any
break fimes dlready provided to the employee. The Town will not provide break lime to any
emploves if 1o do so would unduly disrupt Town operations,

Al employees are encouraged to provide an atmosphere of support for breast-feeding
employees by respecting their privacy and recognizing the need for special accommodations.

The Town will comply with olf state regulations concerning breast-feeding or storage of breast
milk.

Business/Travel Expenses

Employees, who use their private automobiles for official Town business as authorized by the
Town Manager, shall be compensated at the LR.S. rate per mile. Claims should be submitied
monthly for the previous monfih, Evidence thal automobile insurance is fully in effect is required
for reimbursement. Such evidence must be provided annually af the start of the fiscal year.

The Town does not provide reimbursement for fravel to and from work,

Airftrain/bus travel and lodging: The Town will reimburse employee for work related fravel
{coach fare) and lodging with prior approval from the Town Manager.

Meals and incidentals: When determining the method of reimbursement for the following fravel
expenses, the federal rate for travel in the continental United States will be used.  (Chapter one
of IRS Publication 463). Cities are classifioed as either high or low rate cities. The high and low per
diem rates are set for each year and a list of the cilies is included in publication 1542. Receipts
will not be required. Meal allowance may be reduced if meals are included in conference fees.

Cellular Telephones

Town-owned cellular phones are to be used for Town business purposes only. Personal phone
calls are prohibited without express prior approval from a Town supervisor. Employees may be
charged for personal use of cell phones. Also, cellular telephones issued by the Town are
rastricted fo employees whose responsibilities require their use.

Cellular phenes that are purchased by the Town are the property of the Town and must be
returned upon the employee’s termination or resignation.

The Town encourages the safe use of cellular telephones and other wireless devices (e.g..
Biackberries, PDAs) by employees when conducting business. No employee is o engage in the
use of a cellular phone or device for business purposes while operating a car or other motor
vehicle, unless it is used with a hands-free device.
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Even with o hands-free device, use of electronic devices should be kept to a minimum,
conversations should be as brief os possible and employees should refrain from making
unnecessary calls. Where possible, even with a hands-free device, cellular phone calls should
be made when the vehicle an employes is operating is not in motion. The only exception io this
is when a phone call must be made in an emergency situation.

Camera phones may nol be used in areas where employees have an expeciation of privacy,
such as restrooms and focker rooms, Employees are required to turn off and put away cameras
in resticted areas, Work-related photos should not be posted on the Internet unless approved
by management,

Employees using cellular phones should not discuss confidential issues with others present who
do not need to know such information.

Making calls or text messaging using personal cell phones should be done sparingly except
during non-work time {e.g., authorized breaks), and in non-work areas {e.g., lobby, outside of
building, cafeteria), Also, employees should keep personal cell phones on vibrate or turn the
ringer off if the ring would be disruptive fo other employees, Acludl air iime charges for calls
related to Town businass will be reimbursed when fhey ore submitied on a properly doecumented
and approved expense reporl.

Cellular phone “courtesy” should be practiced at dll times. When other individudls are present,
employees should refrain from talking toudly or in an offensive manner.

All cellular telephones and other slectronic communication devices should be fumed off duiing
meetings or when communicating with customers/pairons.

By accepiing o business cellular telephone you agree to answer calls whenever possible,
including affer hours should fhere be an emergency.,

Code of Conduct

The Town prides itself on high standards of excellence, and expects its empioyees to uphold
these ideals when deadling with individuals both internally and externdlly. The following Code of
Conduct is infended to provide guidelines for the professional, ethical, and legal behavior the
Town expects of our employees.

The Town expects that every employee will act in strict compliance with all laws and with the
highest ethical standards, The Town believes that there should never be a conflict between
good busingss practices and proper ethical conduct, dlihough the issues involved may
sometimes make it difficult to choose the best course of action.

Town executives, managers and supervisors are responsible for assuring their employees’
understanding of, and compliance with, the Code of Conduct. They should actively encourage
emplovyees 1o learn and use the Code of Conduct,

Employees should always act in the Town's best interests. Those best inferesis lie In obeying the
law and upholding the highest ethical standards. Employees should avoid any activity that may
compromise these interests. Employees should not be subjecied 1o influences, oulside inferests
or relationships that might jeopardize the Town's integrity.

The Town recognizes the importance of credibility, integrity and frustworthiness 1o our success as
a business. Therefore, we are committed to the principles of honesty and truthfulness. The Town

www.easthamptonct.goy
Employee Handbook . 12
Draft untit approved:




will not communicale any information that is false or deliberately misleading and expects the
same from its employees. Employees should dedl fairly and honestly with our citizens. customers,
vendors, suppliers and any others with whom the Town does business.

The following acis are stiictly prohibited: acts of dishonesty, fraud, and theft, as well as falsifying
employment applications, time cards, personnel information, or other Town documents or
records. Nofe: This list is not Intended to be all-inclusive or comprehensive.

No employee should use his/her position with the Town or information acquired during
employment in a manner that may create a conflict of interest between the personal inferesis of
the employee and the interests of the Town.

Various circumstances and relationships might constitute a conflict of interest or violate the
Town's Code of Conduct. In general, any situation in which an employee’s activities could
conflict with the employee's responsibilifies to the Town or to others with whom it does business
should be avoided.

Our managers understand that our Code of Conduct is intended to ensure ethical business
conduct and high standards of integrity. 1t is not intended to give a manager the right to invade
employee privacy. Whenever there is a suspected conflict of interest, an employee should be
given a chance to explain his/her side of the story. The Town reserves the right to determine
when an activity or behavior conilicts with the Town’s interests and to take whatever action is
necessary to resolve it. if necessary, this action can include ferminating the employee.

All employees who suspect violations of the Town's Code of Conduct are required fo report their
concerns o their supervisor or to HR., All allegations of improper or illegal behavior will be
investigated prompily, thoroughly and confidenticily. No adverse action shall be taken against
any employee for communicating concems in good faith. The confidentiality of reporfed
violations will be protected as best as possible, but it cannot be guaranteed.

Confidential Information
Employees should refrain from discussing confidential information with oufsiders and with anyone
else who does not have a legitimate need to know the information.

Employment of Relafives
Employees are not dllowed to work in a position where there would be a direct or indirect
reporting relafionship. with a relative or where a personal relationship inferferes with job
periormance or morate,

No person should be hired for a position when fo do so would violate this policy. if such a
situation Is created through promotion, fransfer, marilage, or other changes, one of the affected
employeeas may be fransfered or terminated.

Fair Competlition & Dedling

The Town does not permit or condone bribes, kickbacks or any other illegal or improper
payments, transfers or receipts. This prohibition applies both to the giving and ihe receiving of
payments.

No employee shall offer, give or transfer any money or anything else of value for the purpose of
obtaining or retaining business; or receiving any kind of favored treafment.

No employee may discuss or agree with competitors regarding bids, setfling prices or boycotting
suppliers.
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Fees, commissions, and expenses paid o oufside agents must be based upon proper billings,
accuraie record-keeping and reasonable standards for services rendered.

Town of East Hampfon, CT
“Code of Conduct”

The Town of East Hampton requires that all public officials and employees be independent,
impartial and responsible to ifs citizens. The public judges its government by the way public
officials and employees conduct themselves in the positions for which they are elected,
appointed or hired for. The people have the right to expect that all public officials and
employees will conduct themselves in a manner that will preserve the confidence and respect
for government in which they represent.

This confidence and respect can be achieved and promoted if all elected or dappoinied public
officials and employses:

a) Treat all cilizens with courfesy, impartiality, faimess and equality under the law.

b} Avoid both actual and pofential conflicts between their private self-inferest and
the interest of the public.

c) Keep the communily informed on Town affairs.

d] Encourage communication.

e} Seek o improve the quality and image of public service.

f}  Recognize thal the function of Iocal QoveirnmemL is fo serve in the best interest of
all the people.

These behaviors are meant to preserve the‘r'ighfs of everyone and ensure cooperation. They
require common sense, good judgment and acceptable interpersonal behaviors. This code is to
serve as a guide and is not infended to be an all-inclusive list.

Adopted by the East Hampton Town Council 1/28/03

Compensatory Time

Exempt depariment-heads may be given compensatory time off upon authorization of the Town
Manager in cases where they are required fo work substantially beyond what is reasonably
associated with their positions.

Approvdl of the Town Manager is required prior to earning or using compensatory fime. Prior
approvdl for earning compensatory time may be broad general approval for specific types of
work or may be specific for each occasion, depending upon the type of work involved.

Work during the normally scheduled hours of work, or up to sixty {60} minutes before the
workday, or up 1o sixly {60) minutes after the end of the scheduled workday Is not eligible for
compensatory time. However, if a department head works more than sixty (60) minutes either
before or after the workday, aff such fime before or after the workday is considered
compensatory fime if approved by the Town Manager.

All compensatory lime shall be reported on an “"Advance Request for Authorization of Overtime
/ Compensatory Time” form when it is eamed and when it is used. (Attached).

Al compensatory fime must be taken during the fiscal year in which it is earned, or within three
(3} months thereaffer. However, not more than the equivalent of fifteen (15} days of
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compensatory iime may be used during any fiscal year, regardless of the amount of
compensatory fime earned, and not more than five {5) days of compensatory fime may be
used in any calendar month,

Compensatory time need not necessarily be taken in the same increment of fime in which it is
eared.

In no event will compensatory time be used as the basis for additional compensation, and no
compensatory time will be paid or used upon separation from the Town service for any reason,
regardless of when it was earned.

Computers

COMPUTER SYSTEMS AND EQUIPMENT

Computer systems and equipment, including laptop computers, printers, networks, software,
electronic mail, and Intemet access, are provided for business-related use. 1t is the responsibility
of all employees fo see that these information systems are used in an efficlient, ethical, and
jawful manner,

All compuiers are considered fo be Town property and are to be used for business purposes.
Violations of this policy may result in disciplinary action, up fo and including termination.

Employees are responsible for protecting their own passwords.  Sharing user identifications,
passwords and access codes s discouraged. Employees may be held responsible for misuse
that occurs through such unauthorized access.

in order to provide the Town with access to all computer information and data, no employee is
permitied to use encryption devices on a Town computer without express wiitlen authorization.
Any employees authorized to use encryption coding dovices and other security protecting
devices must provide the applicable keys and codes in a sealed envelope to their immediate
supervisors,

Infroducing or using soflware designed to desiroy or corrupt the Town's computer system with
viruses or cause other harmiful effects is prohibited. Employees are required fo use the Town-
provided anii-virus sofiware.

Fraudulent, harassing, threatening, discriminatory, sexually explicit or obscena messages and/or
materials are not to be fransmitted, printed or stored on the Town computer system. Chain
letters, solicitations and other forms of mass mailings via Town of East Hampton's computer
equipment are prohibited.

To ensure that the use of computer systems and equipment is consistent with the Town's
legilimate business.interests, authorized representatives of the Town may monitor the use of such
equipment from fime fo ftime. Use of Town electronic communications systems, including
Internet access and e-mail, is not guaranteed to be private. As such, the user does not have an
expectation of privacy in his/her use of such systems and the Town reserves the right io monitor
the use of such systems fo ensure complicnce with policies and use guidelines by, o.g.,
bypassing passwords where appropriate. The Town reserves the right and may monitor phone
calls, work areas, and computers and any other use of Town equipment or property without prior
noftification to employee, consistent with federal and state taw.

INTERNET
Employees are encouraged fo use the Infernet during work hours for business-related activities.
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The Town prohibits employees from accessing pornographic, gambling-related and other
inappropriate websites. While accessing the Internet on Town-owned computers, employees
may be monitored for misuse.

Employees are prohibited from sending, receiving, or accessing via the Internet any messages or
graphics that may be considered threatening, offensive, discriminatory or harassing to others. All
policies pertaining to harassment or discrimination apply to employses' Internet use.

Internet access may be revoked ot any fime as the Town sees fit. Employeeos caught misusing
the Intemet or violating policy in any way are subject to discipline, up to and including
discharge.

Confidential information

Employees are not permitted 1o discuss confidentiol Town matters with other employees who do
not have a right to know or with those who do not work for the Town, except as required to fulfill
their job responsibilities or legal obligations, When such discussion is necessary, employees
should fake precautions fo ensure that the only individuals involved are those who have a
business reason to know and that such discussion takes place in private so it is not overheard by
others. These principles apply to dil confidential oral, wiitten and elecironic communications.

Employees are nof permitted to remove, make copies of or otherwise disclose any Town files,
records or information without prior supervisory approval. This includes, but is not limited to,
personnel information, information about residents, and other business information.

Employees who have access fo records and olher personal information about residents,
custfomers and other employees must nof disclose the information for purposes that are adverse
fo the Town's inferests.

Employees are expected: to follow all securily policies gimed at safeguarding information; to
protect confidential information against unauthorized use; not to use any of the confidential
information except for business purposes; and not to directly or indirectly, revedl, report, publish,
or disclose the confidential information.

Any employee who violates our Confidential Information Policy is subject o discipline, up fo and
including discharge.

The Town will safeguard: personal employee information to ensure the confidentiality of such
information.  Information regarding on employee's medical history and other personal
information is considered confidential. Confidentical employee information is maintained in o
safe and secured location, and shared only as required with those who are authorized to access
such information, consistent with the law. Any medical information concerning employees will
be maintained in separate, confidential medical files apart from regular personnel records. Only
authorized employees may ever have access to such files.

If an employee becomes aware of a security breach in maintaining the confidentiality of
information, his/her personal information or the personal information of o co-worker, the
employee should report the incident fo the Human Resources department. the HR department
has the right fo investigate the incident and take corrective action.

Employees who are issued and who take home Town-owned laptop computers or other
portable electronic devices that contain confidential information are required o encrypt the
data before taking them out of the workplace to minimize the risk of a security breach should o
theft occur,
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The Town may conduct random, periodic audits of employees’ use of Town-owned portable
electronic devices o make sure that they are using the encryption tools with which they have
been provided. Employees found violaling the Town's Confidential Information Policy regarding
portable selectronic devices will be subject to discipline, up to and including discharge.

The Town prohibits employees from using personal portable digital assistanis, such as Palm Pilots
and BlackBerrys, on Town-owned computers without permission.  Such devices may lack
encryption and therefore, pose a security threat since they can be used fo iake confidential
information.

Violations of this policy are grounds for immediate dismissal from employment with the Town and
may alse provide basis for legal action against the employee.

Customer Relations

One of the godis of the Town of East Hampton is fo provide ouistanding customer service.
Customers deserve the most courteous and attentive treatment. Therefore, employees who
deal directly with customers are expected to be professional and responsive to the needs of
customers at all fimes.

As reprasentatives of the Town, employees must be prepared o handie difficutt customers and
raspond fo customer complainis. The Town believes that every customer who registers a
complaint deserves to be given prompt consideration. If repeated complaints are made
concerning the same problem, you should report it immediately fo your supervisor or the Town
Manager, regardiess of whether you normally handle such complaints.

Our goal is to satisfy our citizens.
Dating

The Town discourages employees from becoming romantically involved with one another.
Office romances create a disfraction that offten adversely impacts productivilty and
performance.

The Town prohibits supervisors from becoming romantically involved with subordinates. These
situations can lead to charges of sexual harassment or retaliation by subordinates and favoritism
by other employees. | a supervisor and subordinate are having a romantic relationship, it is the
responsitility of the senior-ranking employee to disclose the relationship to the Town Manager or
be in violation of the policy. The Town reserves the right to transfer one or both of the individuails,
Factors such as work experience, seniority and Town needs will influence the decision, In all such
cases, the business needs of the Town will be the determining facior.

Employees who become personally involved with co-workers should be aware that serious risks
and conseguences can develop as a result of the relafionship’s effect on business matiers.

The Town prohibits sexual harassment. Employees can report any unwanied sexual conduct or
unwelcome sexudl innuendos o thelr supervisor, Human Resources or the Town Manager. All
complaints of sexual harassment will be prompily investigated, and disciplinary action wifl be
taken against anyone found guilty of harassment.
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Employees who persist in attempting to date others who have expressed no interest or have filed
complaints will be freated as sexual harassers and will face discipline, up o and including
fermination.

The Town will not folerate favoritism in the workplace. Supervisors or managers who provide
special benefits, such as promotions or raises, to employees with whom they are having a
romantic relationship are in viclation of this policy and will be disciplined accordingly.

Employees who believe they have been adversely impacted by a relationship belween their
supervisor/manager and a co-worker should report if immediately to Human Resources or the
Town Manager. Instances of paramour favoritism may create a hostile environment for others
and therefore, will be investigated immediately.

The Town prohibits employees from engaging in public displays of affection or romantic licisons
during business hours or while on Town premises,

Disability Discrimination

it is the policy of the Town of East Hampton to abide by both the lefter and spirit of the
Americans with Disabilities Act {ADA) as amended by the ADA Amendmenis Act of 2008, The
ADA prohibits discrimination in all employment practices, including job application procedures,
hiring, firing, advancement, compensation, fraining, and other terms, conditions and privileges
of employment. Hf applies to recruitment, advertising, tenure, layoff, leave, fringe benefits and
all other employment-related activities. '

The Town prohibits all discrimination against “qudilified individuals with disabilifies.” This includes
applicanis for employment and cument employees. We dlso forbid discrimination against
persons because they have a known association or relationship with an individual with a
disabitity.

We consider a quadlitied individual with a disability as o person who meets legitimate skill,
experience, education or other requirements of an employment position that he/fshe holds or
seoks with or without a reasonable accommodation,

The Town requires the ability fo perform “essential” job functions to assure that an individuat with
a disability will not be considered unqualified simply because of the inability to perform marginal
or incidental job functions. If the individual is qudtlified to perform essential job functions, except
for limits caused by o disability, we will consider whether the individual could perform these
functions with a reasonable accommodation.

The Town will not ask of require a job applicant 1o take a medical examination before extending
a conditional job offer. Except under lawful circumstances, we will not make any pre-
employment inquiry about a disability or the nature or severity of a disability. But we may ask
questions about the ability to perform specific job functions and may, with cerlain limitations, ask
an individual with a disability to describe or demonstrate how he/she would perform these
functions.

We dlso retain the right to conduct medical examinations where there is evidence of job
performance or safety problems 1o defermine an employee's current “fithess” to perform hisfher
job, and on a voluntary basis as part of employee healih programs.

Information from all medical examinations and inquiries will be kept apart from general
personnet files as a separate, confidential medical record.
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Tests for illegal use of drugs are not medical examinatfions under the ADA and are not subject to
restrictions of such examinations. We reserve the right fo conduct them according to Town
policy and current federal, state, and local laws.

Our established aiftendonce and leave policies will be uniformly applied to all employees,
regardless of disability, consistent with the law.

This Town provides all of its employees, including employees with disabilities, with the opporfunity
fo participate in fraining to improve job performance and for career advancemenlt. The Town
will not deny training opportunities to employees with disabilities because they may require that
we make reasonable accommodations o the fraining process or facilily, unfess
dccommodation would create an undue hardship.

The Town of East Hampton is dedicated to protecting fhe rights provided to individuals with
disabilities by the ADA. Accordingly, no one in a position of responsibilily will reldliate against
anyone who asseris the rights provided by the ADA or any state human rights faws.

if an employee feels that he/fshe has been subjected io discrimination based on a disability by
the Town of East Hampton, a vendor, a customer, etc., the employee may file a complaint with
their supervisor. If that is the person responsible for the discriminatory conduct, the employee
should contact the Human Resources department or -the Town Manager. Under no
circumstances is the complaining employee required o report a disability discrimination
complaint to the individual responsible for such practices. The Human Resources department or
the Town Manager will research the complaint so that a prompt, thorough investigation may be
undertaken. L

Human Resources or the Town Manager will inferview the complaining employes, the individual
accused of discrimination, and witnesses, if appropriate, and review appropriate files, records, or
other documentation. To the extent possible, the confidentiality of all those involved will be
protected aguainst unnecessary disclosure.  Information obtained during the course of a
discrimination investigation will be maintained in confidence, consisient with the law, It will be
released only to individuals who have a need to know.

Individuals who knowingly make false statements during the course of a discrimination
investigation may be subject 1o discipline, which may include discharge., All employees are
expected to cooperate fully with such investigations, Failure to cooperate fully may lead fo
discipline, which may include discharge. However, the mere fact that a claim of discrimination is
nof substantiated {or is withdrawn} must not lead to any adverse employiment action, and the
Town understands its obligation to avoid unlawful retaliation.

Once the investigation is complete and if the Town determines that discrimination has occurred,
it will take immediate and appropriate corrective action to discipline the individual responsible
and prevent discriminalory conduct from occuring in the future, Disability discrimination is o
form of misconduct, and discipline will be enforced against individuals engaging in
discriminatory conduci and against supervisory and managetial personnel who knowingly allow
such behavior to occur.

ACCOMMQODATION

The Town will provide reasonable accommodaiion to enable a qualified applicant with a
disability to perform the essential funclions of the job that he/fshe is seeking and 1o enable o
qudlified employee with a disabilify to perform the essential functions of a job cumently held.
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A qudlified applicant or employee is an individual with a disability who satisties the requisite skill,
experience, education, and other job-related requirements of a position and who can perform
the essential functions of that position with or without reasonable accommodation.

Modificafions or adjustments may be required for the hiring process, in the work environment, in
the manner or circumstances in which the job is customarily performed or in employment
policies. Our goal is fo allow an employee with a disability to enjoy the bensfits and privileges of
employment equal fo those enjoyed by similarly situated employees without disabilities.

Applicants may request accommodations for the application, interview and testing processes |if
applicable).  All applicants shall be informed of this policy upon being invited to apply or
interview for any available positions. Applicants may direct their request for accommodation to
the hiing manager or to Human Resources.

Employees may request accommodations orally or in wiiling, Any employees seeking an
accommeodation may direct their request fo their immediate supervisor or Human Resources.
Employess who make an oral request for accommodation may be asked to provide o
subsequent request in writing.

As examples of reasonable accommodation, we will consider: making existing facilities used by '
employees readily accessible to and usable by an individual with a disabifity; restructuring a job;
modifying work schedules; acquiring or modifying equipment; providing qualified readers or
interpreters; and appropriately modifying examinations, fraining or other programs.

Reasonable accommeodation may also include reassighing a current employee o a vacant
position for which the individual is quaiified, if the person is unable to do the original job because
of a disability even with an accommodation, consistent with any applicable collective
bargaining agreements. We are under no obligation to find a position for an applicant who is
not qualified for the posifion sought. We are not required to lower quality or quantily standards
as an accommodation, nor are we obligated to provide personal use items, such as glasses or
hearing aids. ‘

We will not be able o make an accommodation that would impose an undue hardship on the
operation of the business. The ADA defines an undue hardship as an action that requires
significant difficully or expense. Each accommodation request will be handled on a case-by-
case basis, and every effort will be made {o comply with the Act.

If a particular accommodation would create an undue hardship, we will try to identify another
accommodation that will not pose a hardship.

Once an applicant or employee maokes a request for accommodation, the Town will engage in
the interactive process to determine what reasonable accommodation will be mcde without
imposing an undue hdrcishtp on ihe Town.

In many instances, both the disability and the type of accommodation required will be obvious;
and, thus, there may be little or no need fo engage in any discussion. In other situations, the
Town may need fo ask questions conceming the nature of the disability and the individual's
functionat limitations in order to identify an effective accommodation. While the individual with
a disability does not have o be able fo specify the precise accommaodation, he/she does need
fo describe the problems posed by the workplace bamrier.  Additionally, suggestions from the
individual with o disability may assist the Town in determining the fype of reasonable
accommadation to provide.

www. easthamptonct.gov
Employee Handbook 20
Draft until approved:




The employee and his/her health care provider may be asked lo provide documenied
information concerning the employee's work reshictions. The supervisor will provide a current
job description that outlines essential and non-essential job functions to the health care provider
to help determine functional capabiliies and to serve as a basis for recommendations for the
Town to consider. The Town may also require a physician's certification for sick leave, as may be
permitted by federal law (including but not limited.to the Americans with Disabilities Act, the
Family and Medical Leave Act, and Hedlth Insurance Privacy and Accouniability Act).

Discipline

The Town has established disciplinary guidelines to promote fairmess and consistency. Al
employees are expected fo behave in an orderly, courteocus manner and to fulfilf the obligations
set out in their job descriptions. If employees knowingly and willingly violate Town rules of
conduct, their immediate supervisor will discipline the employees in accordance with these
general guidelines.

All employees are expected to comply with the Town's standards of work-related behavior and
performance. When noncompliance becomes evident, the Town, acting through its supervisory
structure, will administer discipline in any manner it sees fit. Normally, the process will involve the
following steps: .

a. Initially, the Town will counsel the employee concerning the noncompliant conduct. The
fact that counseling has occurred will be documented in the employee's personnel file,
but it will not be considered to be part of the disciplinary process. This will give the
employee an opporiunity to remedy the problem before the progressive discipline
process begins. ;

b. If the conduct continues, the fown, at its sole discretion, may provide the employee with
an opporiunily to remedy the problem through its progressive discipline process,

1. The first step i that process is a written waming.

2. The second step in the progressive discipline process is probation or a suspension
without pay. Co

3. The third step is fermination from employment with the Town.

Flagrant disregard for policies and practices, such as gross insubordination or physical viclence,
may warrant immediate discharge. Major offenses, such as dishonesty, breach of trust, uniawiul
distribution of drugs while .conducting Town business and possessing or fransporting firearms in
Town vehicles, are so serious in nature that an employee may be discharged for the first
violalion. Discharge from employment will also occur when the probation period progress
reviews indicate that the employee'’s performance or conduct has not improved during
probation or at the end of probation.

In other cases, behayior or performance problems may warrant immediate severe disciplinary
action including, but not limited to, suspension without pay or termination.

Supervisory employees are responsible for the good conduct and job performance of their
subordinales. When discipline is required, the supervisor shall issue the discipline in consultation
with the Town Manager.

Records of disciplinary action shall be maintained in the employee's personnel file and a copy
given to the employee. After one year free of discipline, the wiitten waming will remgin in the
employee’s file but will not be used as a step in the progressive discipline process. After this
period, the first step in the disciplinary process would begin once again with a wiitten warning.
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The object of disciplinary action is to correct problem situations and mistakes and o minimize
employees' loss of dignily and self-esteem. Disciplinary action is not punitive in nafure and
should not be undertaken with the intent to punish,

Disciplinary actions will be handled on a falr and equifable basis. They will be non-disciiminatory
in their application and be reasonable in their appropriateness to the problem situation.,

The Town reserves the right to bypass the disciplinary steps and base its disciplinary action on the
severity, frequency or combination of infractions when circumstances warrant immediate
action. The above list is not inclusive of all offenses that may lead to terminalion. Indeed, for at-
will and probationary employees, the Town reserves the right to discharge at any time,

DiscriminationlEEO

The Town of East Hampfon is committed to maintaining a work environment in which dll
individuals are freated with respect and dignity. Al employees have the right to work in a
professional atmosphere that promotes equal employment opportunities and prohibits
discriminatory practices, in keeping with this commitment, the Town will not tolerate uniawful
discrimination by anyone, including any supervisor, co-worker or third parly.

The Town does not engage in any unlawful é:mployme_n’r discrimination, which we define to be:

»fo fail or refuse to hire, or to discharge, any individual, or o discriminate against any
individual with respect to compensation, terms, conditions, or priviteges of
employment because of such individual's race, color, religion, sex, sexual orientation,
disability, age, national origin, marital, military, or union status, or any other
characteristic or classification protected by law; or

«to limit, segregate or classify employees or applicanis for employment in any way
which would deprive any individual of employment opportunities or otherwise
adversely affect his/her siatus as an employee, because of such individual's race,
color, religion, sex, sexual orientation, disability, age, national origin, marital, military, or
union status, or any other characteristic protected by law.

The Town does not base hiring, compensation, promotion, or any other employment decisions
on the basis of an individual's personal characteristics or classification, Al such decisions are
based on specific job-related performance standards, many of which can be measured
objectively, such as production records or attendance,

the Town also prohibits all forms of ilegal harassment of employees by supervisors, co-workers,
clients, vendors, and visitors, Harassment consists of verbal or physical conduct that denigrates
or shows hostility or aversion toward an individual because of his/her race, color, religion, sex,
sexual orientation, disability, age, nationdl origin, marital, milifary or any other characteristic
protected by law that: has the purpose or effect of creating an intimidating, hostile, or offensive
work environment; has the purpose or effect of unreasonably interfering with an individual's work
performance; or otherwise adversely affects an individual's employment opportfunities,

Harassing conduct includes, but is not limited to: epithets, slurs, or negative stereolyping;
threatening, inlimidating, or hostile acts; denigrating jokes; and the display or circulation in the
workplace of writfen or graphic material that denigrates or shows hostility or aversion toward an
individual or group.
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Employees who experience or witness discrimination in the workplace must report it immediately
fo their supervisor. {f that is the person responsible for the discriminatory conduct, the employee
should confact the Human Rescurces depariment or the Town Manager.  Under no
circumstances is the complaining employee required to report a discrimination complaint to the
individual responsible for such practices.

The Town representafive informed of the complaint will notify the Town Manager or Human
Resources department so that a prompt, thorough investigation may be undertaken. Also, the
Town will take appropriate action to immediately prevent or stop the discriminatory conduct
from recuring.

A representative will interview the complaining employee, the individual accused of
discrimination, and witnesses, if appropriate, and review appropriate files, records, or other
documentation. Yo the extent possible, the confidenitality of all those involved will be protected
against unnecessary disclosure,

information obtained durng the course of a discrimination investigation will be maintained in
confidence, consistent with the law. It will be released only fo individuals who have a need to
know, e.g., individuals who will enable the Town to investigate the charges thoroughly.

individuals who knowingly make false statements during the course of o discrimination
investigation may be subject to discipline, which may include discharge. All employees are
expected to cooperate fully with such investigations. Failure to cooperate fully may lead io
discipline, which may include discharge. However, the mere fact that a claim of discrimination is
not substantiated {or is withdrawn} must not lead to any adverse employment action, and the
Town understands its obligation to avoid unlawful retaliation.

Once the investigalion is complete and the Town determines that discimination has occurred, it
will take immediafe and appropriate corrective action to discipline the individual responsible
and prevent discriminatory conduct from occurring in the future,  Discrimination is a form of
misconduct, and discipline will be enforced against individuals engaging in discriminatory
conduct and against supetrvisory and managericl personnel who knowingly allow such behavior
fo occur.

In some situations, the conduct may not be severe or pervasive encugh 1o rise to the level of
flegal discrimination, but it can still create an uncomfortable work environment for others. Thus,
the Town retains the right to discipline behavior that it deems inappropriate and unprofessionai,
regardless of whether if is illegal.

The Town will inform the complaining employee of the outcome of the investigation and of the
infernal remedies available. The complaint pracedure will provide for follow-up to determine if
the discriminatory conduct has been effectively stopped.

The Town will not folerate unlawiul retdlialion against any employee who files a complaint,
supports a co-worker in a complaint, or speaks as a witness in the investigation of a complaint. |
Is also prohibited to discharge or in any manner discriminate against an employee who gives
information about an aleged employer violation, causes a proceeading o be instituted against
an employer, or testifies in a proceeding concerning an employer violation.

Employees who experience retaliation in the workplace are encouraged to report it
immediately to iheir supervisor, the Town Manager or Human Resources.  All dllegalions of
retaliation will be investigated. When the investigation is completed, anyone found guilty of
retaliatory conduct will be subject to discipline, up fo and including discharge.
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Diversity

The Town of East Hampton recognizes that a talented and diverse workforce is a key
competilive advantage. Therefore, the Town is committed to seeking out and finding the most
lalented employees to ensure top business growih and potential,

Diversity benefits individudls, cusiomers and the Town as a whole. The Town recognizes that all
employees bring their own capabiliies, experiences and characieristics fo their work., Such
diversity is valued at all levels of the Town of East Hampton.

The Town believes in frealing all individuals with respect and dignity. Therefore, the Town stiives
to achieve a supportive environment in which all employees reach their maximum potential.

The Town's diversity encompasses differences in ethnicily, gender, age, religion, socio-economic
status, political affiliation, physical and mental ability, expetience, education, etc. The wide
array of perspectives that resulis from such diversity promotes innovation and business success.

Domestic Violence

The Town of East Hompton recognizes the impact of domestic violence on the workplace.
Domestlc violence is defined ds o pattern of physical, psychological, sexudl, emotional, and/for
sconomic abuse by one person agdinst a family or household member, with the goal of
establishing and maintaining power and control over the victim.

In addition to exacting a fremendous toll on ihe individudis it direcily affects, domestic violence
often spills over into the workplace, compromising the safety of both victims and co-workers and
resuliing in lost productivity, increased health care costs, increased absentesism and increased
employee turnover. « :

Therefore, the Town does not tolerate any acis or threalfs of domestic violence against any
employee while on Town property or while conducting Town business. Employees who threaten,
harass, or abuse any one either at the workplace, or away from the workplace, will be subject to
discipline, up to and including discharge.

Employees who become aware of threats or acts of domestic violence that may occur or have
occurred in the workplace must immediately inform their supervisor/manager.

Employees who have a restraining order that lists Town locations as being protected areas must
provide management with a copy of the order so that the necessary safety precautions may be
faken.

the Town will mainiain employee contidentiality and will respect the rights of the employees
involved, as well as any employee who reports an act or threat of domestic violence.

The Town will provide assistance fo employees involved in domestic violence, including resource
and referral information and special consideration at work for employee safety.

The Town will not deny job benefits or other programs fo employees based solely on one being
fhe victim of domestic violence. When employees conlide that a job performance or conduct
problem is related to domestic violence, in addiion fo appropriate comrective or disciplinary
action consistent with Town policy ond procedure, the Town will provide the appropriate
dssistance.
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Dress Code

Department supervisors and managers are responsible for monitoring and enforcing the dress
code policy. Dress, grooming and personal cleanliness standards confribute fo the morale of all
employees and aifect the image the Town presents o its resident, visitors and others. A neat
professional appearance is a requirement of the Town of East Hampton. i is expected thaf all
employees will exercise good judgment and dress appropriately for their jobs. These are the
factors that they should take into consideration when determining appropriate dress:

o The nalure of their work

o Safely considerations, such as necessary precautions when working near
machinery or hazardous work areas {employees will be required to wear
proper safely equipment at ail times, without exception for any reason};

o The nature of their public contact, if any, and the normal expectations of
outside parties with whom they will work;

o The prevailing dress practices of other workers in similar jobs.

For instance, office workers are required 1o dress no less formal than "business casual” (e.g.
collared shirts, sweaters, khaki or dress slacks, dresses, skirfs, suits or jackels). Fieldwork may
necessitate jeans and work boots and other work, such as that performed by Public Works
employees, may require uniforms. The following are examples of unacceptable clothing in our
workplace at all imes:  clothing conveying vulgarity, obscenity, hate or violence; cropped,
tube, halter or spaghett] strap fops; and light or sheer low-cut clothing.

When an employee's dress does not comply with established standards, the normal response
should be to discuss the matter with the employee. If continued counseling fails 1o bring the
desired response, the supervisor may initiate disciplinary action.

If an employee's aifire is questionable, the supervisor/manager will hold a private discussion with
the employee regarding the inappropriateness of the aftire. If an obvious policy violation
occurs, the employee will be sent home immediately, insiructed to retuin dressed in more
appropriate clothing, and placed on authorized leave without pay for the period absent from
work, depending on their exempt/non-exempt status.

Office workers may wear denim jeans, in decent condition only, on Friday pending scheduled
meetings. ' ‘

Drug Use

Drug abuse is a serious threat to both the Town and its employees. To ensure a safe and healthy
working environment, the Town has adopted the following drug testing policies, subject to state-
specific regulations in various Town locations.

Before being asked to submit to a drug test, job applicants and employees will receive written
notlice of the request and the testing requirements.

Job applicants may be required to undergo diug festing after a conditional offer of
employment has been made. Positive fest results will be considered in employment decisions
and may result in a decision that the applicant Is medically unqualified for employment,
consistent with the law,

Current empiloyees will be subject to testing if the Town obtains evidence or has recasonable
suspicion that drugs are being used. I there is reason to believe that an employee is working
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under the influence of drugs, he/she will be required to underge immediate testing and will be
suspended until the resulis of ithe test are made available. Reasonable suspicion includes;

*the employee appears significantly confused or exhibits erratic behavior:

*the employee exhibils paranoiq, stumed speech, or irrational behavior;

* the employee has had a single, or a series of, safeiy-related incidents that raise
questions about his/her physical and emotional state,

Arrangements will be made to have the employee driven home pending the resulls of the
testing. If the resulis are negative, the employee will be allowed to return to work at the next
normal shift. 1f the test resulls are positive, the employee will be given the opportunity to
participate in a rehabilitation freatment program.  However, the employee may sfill be subject
fo discipline, including termination, consistent with the law.

Employees who are involved in workplace accidents that result in injury or domage to Town
property may be required to undergo immediate drug testing. Refusal to submit to drug testing
after an accident will result in discipline, up to and including discharge.

Employees who refuse tesling when reasonable suspicion is present will be subject fo discipline,
up to and including termination,

Any drug and/or alcohol testing required or requested by the Town will be conducted by a
laboratory icensed by the state.

If the employee receives notice that the test results were confirmed positive, the employee wil
be given the opportfunity to explain the positive resulf,

The Town will pay the cost of any drug and alcohol testing that it requires or requests employees
or applicants to submit fo, including retesting of confirmed positive results.

The Town will make every effort to keep the results of drug and alcohol tests confidential, Only
persons with a need fo know the results will have access fo them.

Employees are responsible for reporting the use of prescribed drugs that may affect the
employee's judgment, performance, or behavior. Over-the-counter drugs that can result in
drowsiness are prohibited during working hours. Employees who are freating colds and flu with
non-prescription medicine are urged to ask their pharmacists for alternatives that do not cause
drowsiness,

The Town's drug policy is infended to comply with dll state laws governing drug and alcohol
tesiing and is designed to safeguard employee privacy righis to the fullest extent of the law.,

E-Mail

Town policies concerning courtesy, harassment, reporting absences, solicitation, etc., apply o
the use of the electronic mail system, herein referred to as e-mail. The Town will not tolerate
defamatory or threatening messages, or messages that create a hostie work environment.
Violation of any Town policy through the use of the e-mail system will lead to discipline, up to
and including discharge.

The e-mail system, like alf other Town property, is to be used for business purposes.
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E-mail fransmissions are Town property; therefore, employees should have no expectation of
privacy. Al e-mail is subject to review by management. Employees' use of the e-mail system
grants consent to the review of all e-mail messages.

Employees must recognize that e-mail contained in or sent from personal accounts {e.g. «
Yahoo or Hotmail account} accessed via a Town computer is retrievable, can be monitored,
and, if offensive, can be evidence in complaints and lawsuits, Employees are stricily prohibited
from forwarding messages from their personal e-mail accounts to their own or a colleague's
work account that do not concern Town business or that contain jokes, rumors, or gossip-that are
inappropriate for the workplace and/or violate Town policles, as further described herein,

Only authorized persons can use e-mail. If employees have not been issued an e-mail password,
they may not use the e-mdail system. Employees may not use unauthorized codes, passwords, or
other means to gain access to e-mail belonging o others. Misuse of passwords, the sharing of
passwords with non-employees, and/or unauthorized use of another employee's password will
result in disciplinary action.

All e-mail messages, including those that have an ongoing legal, compliance, business, or
operational value or relate to an audit, investigation, or litigation must be refained in
daccordance with the Town's document retention policy, consistent with state law.

F-mails should be treated with the same respect as telephone calls or delivered mail. They
should be treated as formal documents with proper business standards being followed. Style,
spelling, grammar and punctuation should be appropriate and accurate.

E-mail users should draff messages with the awareness that they are a permanent record.
“Deleted” messages may exist on a hard drive, in a backup system, etc., and may be
discoverable in a lawsult. For this reason, e-mail must be freated as any other final work product
that could be read in the fuiure by a third party.

Misuse of e-mail can result in disciplinary action.

The Town expects employees to treal co-workers, visitors and customers with courtesy and
dignity when sending e-mail messages. Employees are prohibited from leaving ferse messages
for anyone or using the e-mail system to "hide" from co-workers, residents and customers.

Employeos are prohibited from opening unsolicited e-mail, also known as spam, or any e-mail
with an unexpected attachment in order to prevent spreading e-mail viruses, Employees who
suspect that they have been sent or opened a virus should confact the network administrator
immediately to prevent further damage fo the Town’s computer resources,

Employee Relations

Town Objeclives
The Town shives to maintain favorable employee relations, The Town's employee relation
objectives are to:
o Operate an economically successful Town government that maintains a level of quality
work,
o Manage the Town's workforce in accordance with legal and contraciual requirements
while optimizing employee performance.
e Provide fair and competitive employee compensation, wages and benefils consistent wit
the Town's ability fo pay.
o Provide employees an opportunity for their job-related concerns to be heard and
responded to by the Town.
s Provide pleasant and safe working conditions.
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o Provide career opportunity when possible and in the interest of the employee and the
Town.

Employee Objeclives

The jobs af the Town of East Hampton exist to improve the environment of the Town and provide
quality services to iis residents. During work hours, employees are expected to contibute ol
their talents and energies toward periorming their jobs. Each employee is responsible for
knowing hisfher own duties and how to perform them promptly, correclly and courteously.
Employees are expected 1o cooperate with management, fellow employees and maintain o
good team attitude. How employees interact with fellow employees, the members of the public
whom the Town serves and their supervisors will determine an employees' success and impact
the guality of the services the Town provides to its cilizens.

Employment

Employment Terms
Employees are employed by the Town for an indefinite period or who have been elecled 1o
office for o definite period or as specified below.

Coniract Employment
Contract employees are hired for a definite ferm as provided by a written employment
agreement between the Town and the employee which contract sets forth the employee's
conditions of employment, salary and benefits and has been approved by the Town Manager
and/or Town Council.

Independeni Coniractors

independent contractors are individuals who provide services to the Town pursuant to a
consulting agreement. They are not employees of the Town but are expected to comply with all
applicable Town policies, procedures, rules and regulations.

Employee classifications

The Town classifies employees as "exempit” or "non-exempt” and employs them on a "full-iime”
r "part-time” and "regular”, “femporary”. or “seasonal” basis. In addition, employees are

subject to the Town's policies, procedures, rules and regulations,

Exempt/Non-Exempts Status

Non-exempt employees are those empioyees who are covered by the overtime provisions of
the federal Fair Labor S’randords Act and applicable state law. Employees in this category may
qudlify for overtime pay. The overtime provisions of the federal Fair Labor Standards Act and
applicable state law, do not apply to exempt employees. Exempt employees do not receive
overiime pay because their salaries reflect compensation for all work performed in o pay period.
An employees’ exempt/non-exempt status depends upon the employee’s job duties.

Full-time /Parl-time Status

Full-time employees are those who are regularly scheduted to work twenty {20} or more hours
per week for a full calendar year. Pari-time employees are those who are regularly scheduled
fo work less than twenty (20} hours per week for a full calendar year.

Regular, Temporary and Seasonal Employees

Regular employees are those whose employment is for an indefinite term on a yearround basis.
Regular employees may work full-time or parttime. Temporary employees are those whose
services are intfended 1o be of limited duration for a specilic reason such as filling in for an
absent employee or completing o particular project.  Temporary employees who assisi
seasondlly, such as those who staff summer programs are seasonal employees. Temporary and
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seasonal employees may work full or part time during their temporary employment. When they
work full ime, they are sfill considered temporary and not full time employees for the purposes of
benefits described in this handbook.

Changing Classifications:  From lime tfo time, ihe Town may change an aemployee's
classification. An employee cannot change his own status simply by working more or less hours,
Only the Town may change an employee's status, If you are uncertain as fo your status as an
employee, ask the Town Manager.

Entertaginment

It is Town policy that when employees are entertaining potential or existing visitors, customers,
colleagues or potential or current employees — whether such entertainment is reimbursed by
the Town or hot — that nothing occurs that is adverse fo the interesis of the Town,

To avoid embarrassment for employees and the Town, as well as potential litigation, employees
are expected to comply with all Town policies when entertaining visitors, customers, colleagues
or potential or current employees.

When entertaining such, employees are expected to avoid all unlawful aclivities.

Colleagues or clients and employees are not to be enteriained af focations which violaie any
law, which provide any enterfainment that may be viewed as sexual harassment or which are
inaccessible to persons with disabilities. '

Employees violating these guidelines are subject fo discipline, up to and including discharge.
The Town's discrimination and harassment policies are fo be followed.

The Town will reimburse entertainment expenses that are reasonable and necessary, are for
business purpose of the Town and are conducted within applicable laws. If an employee has
any question about the appropriateness of an entertainment expense, he/fshe should consult
with a supetvisor before incurring the expense. However, the Town does redlize that not every
entertainment situation can be anticipated.

An original itemized receipt, a brief statement describing the justification for the entertainment
expense and d list of the attendees must accompany all reimbursement requests and must be
submitted within sixty (60) days of the expendilure o be reviewed for reimbursement.

Family and Medical Leave Act

In accordance with the Family and Medical Leave Act [FMLA), eligible employees are entitied
to the following:

BASIC [EAVE ENTITLEMENT
FMLA requires covered employers o provide up to 12 weeks of unpaid, job-protecied leave fo
eligible employees in any 12-monih period:

oFor the birth of a child or the placement of a child with the employee for adoption or
foster care, or o care for an employee's newborn child;
oIf the employee is needed to care for a family member with a serious health condition;
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*|if the employee's own serious health condifion renders the employee unable 1o do
his/her job;

*For any qualifying exigency {necessity) arising out of the fact that the employee has o
spouse, son, daughter, or parent that is on covered active duty.

Under the FMLA, employers must grant a combined total of 26 weeks of unpaid military
caregiver leave in a single 12-month period to employees who are the spouse, son, daughfer,
parent, or next of kin of a covered service member who has sustained o serious injury or iiiness
while on active duty so thal the employee can care for the service member.

MILITARY FAMILY LEAVE ENTITLEMENTS

Eligible employees with a spouse, son, daughter, or parent that is on covered active duty may
use their 12-week leave entillement to address certain qualifying exigencies. Qualifying
exigencies may include attending certain military events, amranging for alternative childcare,
addressing cerfain financial and legal arrangements, attending certain counselfing sessions,
spending time on rest and recuperation leave, and atiending post-deployment reintegration
briefings,

For purposes of qudlifying exigency leave, covered aclive duty is defined to mean:

*Duty during the deployment of the member with the Armed Forces fo a foreign
country, in the cose of a member of the regular component of the Armed Forces; and
*Duty during the deployment of the member with the Armed Forces fo a foreign couniry
under a call or order fo active duty, in the case of a member of areserve component
of the Armed Forces.

FMLA also includes a special leave entiflement that permits eligible employees to take up to 26
weeks of leave o care for a covered service member during a single 12-month period.

A covered service member is defined as: 1} a member of the Armed Forces (including o
member of the Natlional Guard or Reserves) who is undergoing medical freatment,
recuperation, or therapy; is otherwise in outpatient status; or is olherwise on the temporary
disability refired list for a serious injury or iliness, or 2} a veteran who is undergoing medical
freatment, recuperation, or therapy for a serious injury or illness and who was g member of the
Armed Forces (including o member of the National Guard or Reserves) at any time during the
five years preceding the date on which the veteran undergoes thal medical freatment,
recuperation or therapy.

For purposes of military caregiver leave, the terms “serious health condition" and "sertous injury
or illness” are not inferchangeable. Plus, the delinition of a serious injury or iliness differs stightly
based on whether the covered service member is a member of the Armed Forces or is o
veteran. Specifically:

*In the case of d member of the Armed Forces, a serious injury or iliness is defined as an
injury or illness that was Incurred by the member in the line of duly on aclive duty in
the Armed Forces {or existed before the beginning of the member's active duty and
was aggravated by service in the line of duty on active duty in the Armed Forces) and
that may render the member medically unfit to perform the duties of the member's
office, grade, rank, or rating.

«In the case of a veteran of the Armed Forces, d serfous injury or iliness is defined as an
injury or iliness that was incurred by the member in the line of duty on active duly in
the Armed Forces (or existed before the beginning of the member’s aclive duty and
was  aggravated by service in the line of duly on active duly in the Armed Forces) and
that  manifested itself before or after the member became a veteran,
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During a single 12-monih period, an eligible employee is entilled 1o a combined total of 26
workweeks of military caregiver leave and leave for other FMLA-qudlifying reasons.

ELIGIBILITY REQUIREMENTS

Employees are efigible if they have worked for the Town for al least 12 months, for 1,250 hours
over the previous 12 months, and if at feast 50 employees are employed by the Town within 75
miles.

DEFINITION OF SERIOUS HEALTH CONDITION

A serious heallh condition is an iliness, injury, impairment or physical or mental condition that
involves either an overnight stay in a medicat care facility, or continuing treatment by o heaith
care provider for a condition that either prevents the employee from performing the functions of
the employee's job, or prevents the qualified family member from parlicipating in school or
other daily activities,

Subject to certain conditions, the continuing freatment requirement may be met by a period of
incapacity of more than 3 full consecutive calendar days combined with at least iwo visits foa
health care provider or one visit and a regimen of confinuing freaiment; incapacily due fo
pregnancy; or incapacity due fo a chronic condifion, Ofher conditions may meet the definition
of continuing treatment.

The two visits must occur within a 30-day period, which begins with the first day of incapacily,
absent extenuating circumstances that prevent the follow-up visit from occuning as planned by
the health care provider. The first visit must occur within seven days of the first day of incapacity.

BENEFITS AND PROTECTIONS

During FMLA leave, the Town must maintain the employee's health coverage under any “group
heatih plan” on the same lerms as if the employee had continued to work. Upon return from
FMLA leave, most employees must be restored to their original or equivatent positions with
equivalent pay, benefits and other employment ferms.

Use of EMLA leave cannot result in the loss of any employment benefit that accrued prior fo the
start of an employee’s leave. :

If the employee is designated a key employee, he/she may not be entitled to return fo the same
job at the conclusion of FMLA leave. A “key employee" is a salaried FMLA-eligible employee
who is among the highest paid 10% of all the employees employed by the Town within 75 miles
of the employee’s worksite. Should the Town determine that substantiol and grievous ecohomic
injury would resuli from reinstatement at the scheduled end of leave, ihe employee wil be
notified of that fact in writing and will be given an opportunity to forgo taking the leave if leave
has not yet begun or fo end the leave and retumn to work. If the employee remains on leave
after receiving notice and the opportunity fo return fo work, hefshe will not have a right to be
restored to employment af the end of the leave.

USE OF LEAVE

An employee does not need o use his/her FMLA leave entitement in one block. Leave can be
taken intermittently or on a reduced leave schedule when medically necessary. Employees
must make reasonable efforts to schedule leave for planned medical freatment so as not to
unduly disrupt the employer's operations. Leave due to qualifying exigencies may diso be taken
on an intermittent basis.
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SUBSTITUTION OF PAID LEAVE FOR UNPAID LEAVE

The Town requires use of accrued paid leave while taking FMLA leave, if available.  However,
an employee will only be required fo use accrued sick leave when the reason for the FMLA
leave is the employee’s own serious illness. In order to use paid feave for FMLA leave, employees
must comply wiih the Town's normal paid leave policies.

EMPLOYER NOTIFICATION REQUIREMENTS

The Town will inform employees requesting leave whether they are eligible under FMLA. [f they
are, the notice must specify any additional information required, as well as the employees' righis
and responsibilities. If they are not eligible, the Town will provide a reason for the ineligibitity.

The Town will notify employees of their eligibilily o take FMLA leave (or a change in eligibility
status) within five business days affer they request FMLA leave, absent extenuating
circumstances.

The Town will inform employees if leave wilt be designafed as FMLA-protected and the amount
of leave counied against the employee's leave entitiement within five business days. if the
Town determines that the leave is not FMLA-protected, it will nolify the employee. Only one
designation notice is required for each FMLA-qualifying reason per leave year, regardless of
whether the leave Is faken as a continuous block or on an infermittent or reduced schedule
basis.

EMPLOYEE NOTIFICATION REQUIREMENTS

Employees must provide 30 days' advance nofice of the need to take FMLA leave when the
need is foreseeable. When 30 days' notice is not possible, the employee must provide notice as
soon as practicable and generally must comply with the Town's normal call-in procedures.

Employees must provide sufficient information for the Town to determine if the leave may qualify
for FMLA protection and the anticipated timing and duration of the leave. Sufficient information
may include that the employee is unable to perform job functions; the family member is unable
to perform daily activities, the need for hospitalization or continuing treatment by a health care
provider or circumstances supporling the need for military caregiver leave, Employees also must
inform the Town if the requested leave is for a reason for which FMLA leave was previously taken
or cerliffied, Employees also may be required fo provide a cerfification and periodic
recerlification supporting the need for leave.

UNLAWFUL ACTS BY EMPLOYERS
FMLA makes it unlawful for the Town fo:

e interfere with, restrain, or deny the exercise of any right provided under FMLA:
*Discharge or discriminate against any person for opposing any practice made unlawful
by FMLA or for the involvement in any proceeding under or relating to FMLA.

ENFORCEMENT
An employee may file a complaint with the U.S. Department of Labor or may bring a private
lawsuit against an employer.
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FMLA does not affect any federal or state law prohibiting discrimination, or supersede any state
or local law or collective bargaining agreement which provides greater family or medical leave
rights

Fighting

Fighting will not be tfolerated on Town premises ab any time, for any reason, except in rare
instances of self-defense. If a fight does occur, the immediate supervisor will interview all
witnesses to get the facts as to who started the fight and why. Employees will be expected 1o
cooperate in any such investigation. Those found guilly of fighting will be subject to discipline,
up to and including discharge. Any employee who sirikes a manager or supervisor for any
reason may be subject to immediaie discharge.

Employees who threaten violence in the workplace may be subject to immediate fermination.
No lalk of or Joking about violence will be tolerated. The Town broadly defines fighling and
violent tendencies lo include physically harming another, shoving, pushing. harassment,
infimidation, coercion, brandishing weapons, and threats or talk of violence.

Any private conversations overhecrd that constitute physical threats against other individuals
can and will be used as the basis for discipline, up to and including fermination.

It is everyone's business to prevent fighting in-the workplace. Employees can help by reporting
any incident that may involve a violation of our policy to provide d safe and comforfable
workplace environment. Al reports will be investigated and information will be kept
confidential, except where there is a need to know in order to find a solufion o the problem.

Financial Reporting

Employees are prohibited from setting up or maintaining any unrecorded fund, reserve, asset, or
special account for any purpose. No false entiies shall be made in Town books, records, or
accounis and no payment or fransfer of funds or assets shall be made for any purpose other
than that specifically authorized by the Town.

Employees are responsible for accurate and timely record-keeping for all Town assels, revenues,
and expenses. Compliance with accepted accounting rules and controls is required. All books,
records, and documents must accurately and completely describe the fransactions they
represent.

No employee should fdlsify, alter, or desfroy any account, record, or other business-related
document.

No employee should disclose or use “inside” information that isn't generally known to the public
and that coutd influence a person or business decision.

Gifts and Entertainment

Employces may not accept money, objects of value, or premiums from any person or company
that is seeking fo do business with the Town. Providing excessive gifts or enlerlainment to others
who may represent potential business is also prohibited. Employees are only allowed to accept

gifts of nominal value {under $.25.00) or that bear a supplier logo.
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Similarly, employees and members of their Immediate families may not accept any discount on
personal purchases of products from a Town supplier if it can be perceived as a strategy to
Influence the business relationship. Discounts from suppliers that are made available fo all Town
employees are acceptable.

Off-Duty Conduct

While the Town respects the privacy of ifs employees and does noi seek to interfere with
employees’ off-duly conduct, ceriain fypes of off-duty conduct may interfere with the Town's
legitimate business interests.

Employees are expected to conduct their personal affdirs in a manner that does not adversely
affect the Town's integrily, reputatiion, or credibility, or compromise the safety of ifs employeaes,
residents, customers, or clients, Off-duty conduct that adversely affects the Town's legitimate
business interests or an employee's ability to perform his/her job will not be {olerated and will be
subject to discipline, up fo and including discharge, consistent with the law.

Outside Business Inferests _

No employee should establish or maintain an outside business interest that would cause any
fypes of conflict. In addition, no employee may have any personal financial dedlings with any
individual or business organization, other than a regulated financial institution, that furnishes
merchandise or supplies property or services to the Town. This includes receiving loans [other
than bank loans), commissions, royallies, properly interests, or anything else of value. No
employee should maintain an investment in any such business.

Oulside Employment y

No employee of the Town shall accept simultaneous employment with another firm when that
employment would present a conflict of inferest. Conflicts Include, but are not limited to
employment with a supplier of the Town and if the hours or conditions of the other job interfere
with the employee's performance for the Town.

Political Activities .

Employees are encouraged to sypport political candidates of their choice by active support as
well as by voting. All such activity must be on the employee’s own time. There must be no use
of Town facilities and the employee must not be perceived as acling on behaif of the Town.

Gifts

To avoid even the appeadrance of a confiict of interest and to demonstrate the Town's
commilment fo the highest ethical standards, employees are prohibited from accepting gifts or
gratuities from individuals and firms with which the Town does business. We feel the acceptance
of such gifts is unprofessional and places employees in compromising posttions that aren't in the
best inferest of the Town.,

Employees are also prohibited from giving gifts fo clients and customers who do business with us.
No employee will give or accept any cash, giffs, special accommodations, favors, or use of
property or facilities fo or from suppliers, vendars, or cusiomers.

Similarly, employees and members of their immediate families may not accept any discount on
persondal purchases of products from a Town supplier if it can be perceived os a strategy to
influence the business relationship. Discounts from suppliers that are made available fo all Town
employees are dcceptable.
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Employees are allowed to parficipate in business-related functions and activities that occur in
conjunction with exhibits, meetings, seminars, and presentations involving lunches, dinners and
entertainment.

Employees are not dllowed to accept invitations to hunting, fishing, golfing, efc., tips or other
sporling events from current or prospective Town suppliers or coniractors that may create
feelings of Town obligation. If employees can show that such activities will serve a useiful
business purpose, such invitations may be approved by managemesnt.

Employees should select and deat with those who are doing or seeking fo do business wilh the
Town in a completely impartial manner without any considerations other than the best interesis
of the Town. Any appearance of possible impropriety must be avoided.

If there is any question as to the propriety of any gift or activity, it should be rejected as conirary
to Town policy. Employees recelving gifis that are prohibited by this policy should return them to
the donor immediately with an explanation.

If it is not possible to return the gif, it should be given fo a charitable organization, Management
and the donor should be informed of this action as soon as possible.

Frployees are allowed to accept gifts of nominal value (under $ 25.00) or that bear a supplier
logo.

Final Pay

Upon termination of employment, employees will recelve their final pay on the nexi regular
payday following termination. Al accrued, vested benefits that are due and payable upon
termination also will be paid at this time. Other accrued benefits, such as benefils under
retirement or savings plans, will be distributed under the terms of those plans.

Grievances

An employee grievance procedure is available fo employees as a fair and effective means fo
resolve work-related complainis and problems. By using the procedure, employees can call
upon their supervisors and Town execulives to evaluate their cases and decide whether or not
they have been treated fairly.

Emptoy_eés can use the procedure when they feel a work-related decision is not consistent with
established Town policies and practices, including those outlined in our employee handbook.

The party with the grievance shall, within fen (10} calendar days of occurrence of same, reduce
the grievance to wiiting and submit it fo the immediate supervisor in the deparimeni in which
the grievance occurred, The immediate supervisor shall meet with the said party within five {5)
working days of the receipt of such grievance and use his/her best efforts fo settle the dispute
and shall issue a written decision within {5) working days of such meeting. If the said party is not
satisfied wilh the decision rendered by the immediate supervisor and elects further processing,
they may, within ten {10) working days, submit the grievance fo the Town Manager who shall
meet with the party within five {5) working days of receipt of such grievance and use hisfher best
efforts to settle the dispute. The Town Manager's decision shall be submitted in wiiling o said
party within five (5} business days of such meeting.

Where employees believe it would be inappropriate to discuss their grievonces with their
immediate supervisor, they may bypass the supervisor and seek assistance from the next level of
management, the Town Manager or the Human Resources deparfment.
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Grievances may include, but are not imited to, such issues as discipline, fransfer, job posting,
selection, unfair assignment of vacation or holiday time, a personal request that was denied,
etc. Where there is an dpplicable collective bargaining agreement, the grievance procedures
provided therein shall controt for those employees covered by said agreement.

Employees cannot use the procedure to appedadl decisions related to the Town’s responsibility to
delermine direction or strategy, or operatling decisions such as the number and assignment of
employees, esiablishment of rules of conduct, determination of the hours and days of work,
starling and quitting fimes, wages and benefits, etc,

The Town will nhot permit any supervisor, manager, or employee to engage in any form of
retaliation against any employee availing himself/herself of the grievance procedures,

Harassment

The Town of East Hampfon is committed 1o providing its employees with o professional and
productive working environment where co-workers are treated with courtesy and respect.
Therefore, it is the Town's godl to promote a workplace that Is free from harassment, The Town
prohibiis all forms of illegal harassment of employees by supervisors, co-workers, clients, vendors,
and visitors,

Harassment consists of verbal or physical conduct that denigrates or shows hostility or aversion
foward an individual because of his/her race, color, religion, sex, sexual crientation, disability,
age, national origin, marital, military, or union status, or any other characteristic protected by
low that has the purpose or effect of crealing an Intimidating, hoslile, or offensive work
environment, has the purpose or effect of unreasonably interfering with an individual's work
performance or otherwise adversely aiffects an individual's employment opportunities.

Harassing conduct includés, but Is not limited to: epithets, slurs, or negative stereotyping;
threatening, intimidating, or hostile acts; denigrating jokes; and the display or circulation in the
workplace of written or graphic material that denigrates or shows hostility or aversion foward an
individuat or group.

Sexual harassment Is also strictly prohibited under this policy. It is against Town policy for any
employee to sexually harass another employee by:

* aking unwelcome sexual advances or requests for sexual favoers or other verbal or
physical conduct of g sexual nature a condition of the employee's employment;

s making submission to or rejection of such conduct the basis for employment decisions
affecting the employee; or

screating an intimidaiing, hostile, or offensive warking environment by such conduct.

Sexual harassment refers to behavior which is not welcome, which is personally offensive, which
fails To respect the rights of others, and which inferferes with an employee's work performance.
Sexual harassment may fake many forms including, but not limited 1o, the following:

*Verbal: sexual innuendoes, suggestive comments, jokes of a sexual nature, sexual
propositions, and threats.

sNon-verbal: sexually suggestive objecis or pictures, graphic commentaries,
suggestive or insulting sounds, leering, whistling, or cbscene gestures,

*Physical: unwanted physical contact, including touching, pinching, brushing against
the body, coerced sexual contact, and assauil.
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A complaint procedure is available to employees to report all types of harassment. i an
employee feels that he/she is being harassed by a supervisor, co-worker, client, vendor or visitor
because of hisfher race, color, religion, sex, sexual orientation, disability, age, national origin,
marital, milifary, status or any other characteristic protected by law, hefshe should report it
immediately to hisfher supervisor. If the supervisor is the person who is harassing the employee,
the employee should file the complaint directly with the Town Manager or Human Resources
Depariment.

The Town Manager, Human Resources Department or an outside investigator will investigate all
allegations of harassment in a timely and confidential manner.  Information regarding the
complaint will not be released to third parties or persons within the Town who are not involved
with the investigalion. This is fo protect the confidentiality of the employee who complains fo
encourage the reporting of incidents of harassment and fo protect the repuiation of any
employee wrongfully charged with harassment.

An invesfigation of the complaint will normally include an interview with the persons involved,
named or apparent witnesses, or any other co-workers or employees who may have knowledge
of the sttuation. '

The investigation will include a thorough review of files and other tangible evidence. The
investigator will make every reasonable attempt to ratfionally and objectively resolve any
questions of credibility between the complaining and the accused employees.

Iif the investigation revedls harassment, prompt and appropriate disciplinary action up to and
including discharge that is desighed to stop the harassment and prevent its reoccurrence will
be taken. '

Information obtained during the course of an investigation will be maintained in confidence,
consistent with the law. i will be released only o individuals who have a need fo know, e.g.,
individuals who will enable the Town 1o investigate the charges thoroughly.

Individuals who knowingly make false sfatements during the course of a harassment
investigation may be subject to discipline, which may include discharge.  All employees are
expected to cooperate fully with such invesfigations. Failure to cooperale fully may lead to
discipline, which may include discharge. However, the mere fact that a claim of discrimination is
not substantiated {or is withdrawn) must not lead o any adverse employment action, and the
Town understands its obligation to avold unlawful retatiation,

Retaliation against an individual for reporting harassment or for parficipating in an investigation
of a claim of harassment is a serious violation of this policy and, like harassment ifself, will be
subject fo disciplinary action. Acts of retaliation should be reporfed immediately and will be
promptly investigated and addressed.

Hiring

The Town of East Hampton is an equal opportunity employer and will not discriminate in the
hiring process on the basis of sex, religion, race, color, age, disability, sexuat orientation, mcrital
or veteran stalus, national origin, or genetic information.

The Town will always iry to hire the best qualified applicant. New positions for which the Town
advertises will be posted for all curreni employees to see. Files of applicants will be maintained
as required in the Human Resources Department. We will review these files fo seek new
employoos.
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The Town will conduct its employee selection policies and procedures so as fo achieve the best
~ possible maich beiween applicants for jobs and open positions.  In no way will any Town

employee or manager exert personal or professional prejudice against any applicant because
of sex, sexual orfentation, color, race, religion, age, disability, marital or veteran status, national
origin, or genetic information.

Job applicants will be assessed on the basis of their ability fo perform the job for which they are
interviewing, without regard o non-job-refated criteria,

Reference checking is an important part of our hiring process.

In some cases, we ask an outside firm for a consumer report. In such instances, applicants will
be noftified before the report is requested and asked for written authorizalion fo obiain the
report. If the Town infends to rely on the report for not hiring the applicant, we will give the
applicant a pre-adverse action disclosure that includes a copy of the individual’s report and a
statement of his/her rights under the Fair Credit Reporiing Act before taking the adverse action.

After taking the adverse action, we will give the Gppiicc}n’r notice orally, in writing, or
electronically, that the action has been taken in an adverse acticn notice, which will include:

a. the name, address, and phone number of the consumer reporting agency that supplied
the credit report;

b. astatement that the agency that supplied the report did nof make the decision to
take the adverse action and cannot give specific reasons for if; and

c.  anotice of the individual’s right to dispute the accuracy or completeness of any
information the agency furmished, and his/her right to an additional free report from
the agency upon request within 60 days.

Applicanis who falsify their job applications or who furnish misleading information are subject to
immediate termination at the time that the f{disification is uncovered, or shall be barred from
further consideration of thelr application.

Both solicited and unsolicited employment dpplications for a specific position will be kept in an
active file for 90 days from the date that the application is completed. Once an application
reaches the “expiration” date, it will be removed from the active file and stored or destroyed as
required by law,

It is our policy to comply with the immigration laws of the United Siates and 1o employ only those
persons who are authorized to work in the United Stafes.  Accordingly, ali employees are
required fo complete Form I-9, Employment Eligibility Verification, and establish their legad right o
work in this country.

All offers of employment are conditioned on the individual establishing the right 1o work in this
country. Within three {3) days of the first day of work, all individuals will be required fo produce
documents acceptable under government regulations to establish that right,

All job candidates will be required to provide proof of work eligibilify and identification and
complete the employee portion of the I-9 Form. This rule applies to former employees, but not
those who return from leaves of absence or who are transferred within the Town.

The first 120 days of a new hire's employment is an infroductory or probationary period
established to benefit bolh the employee and the Town. I s a period of adjustiment and
adaptation in terms of learning job requirements and work rules. If at any time during this period
the employee is unable to adapt successivlly fo the job, the depariment, or the Town.
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employment can be terminated immediately. Despite the infroductory period, employees can
be discharged at any time for any reason, either during or following the completion of said
probationary period.

Holidays

The holiday schedule will be determined and publicized several weeks before the start of the
new yeaor.

The Town observes the following holidays:
s New Year's Day
s Martin Luther King Day

President's Day

Good Friday

Memortal Day

Independence Day

Labor Day

Columbus Day

Veteran's Day

Thanksgiving Day

Day after Thanksgiving

« Christmas Day

= Two (2) floating holidays {after successful probationary period).

If ¢t holiday occurs during an employee's paid leave, the holiday time will not be deducted from
hisfher leave bank.

Al full-time, non-exempt employees will receive holiday pay based on their usual number of
hours worked in a day times their regular rate of pay.

Inclement Weather

Employees are expected to show up for work regularly and on time. Occasionally, however,
weather may become a factor and employees should use caulion in dangerous weather
conditions, ‘

in case of severe weather, employees must look out for their own safety. However, this doesn't
mean a free day off. Unless management has closed the Town facilities, employees are
expecied fo come to work,

Generdlly, all employees are expected to report fo work unless heavily used roufes have been
closed due o exireme weather. Quite often, bad weather conditions are locatized in our area
and simply by waiting, you may be able to safely arrive af work later in the day. Under these
circumstances, you should call your immediate supervisor to advise them of the poor weather
conditions in your area and your expected time of amival. Al offices will be open to the public
unless specifically granted permission fo close by the Town Manager.

If you believe that the weather conditions are occurring generally in our ared, you should fry fo
contact your supervisor at home or call the office to determine if it will be closed. If the office is
closed during the day to permit employess fo leave early, employees will be paid for actual
hours worked. Employees who do not report to work when the office is open will not be paid for
the day. It may be necessary to work longer hours in the week due to a closing. Overlime pay
will be paid to non-exempt employees according to union contracts.
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The Town of Fast Hampton will not be responsible for any personal injuries or properly damage if
you attempt to arive to work. You should use your best judgment in deciding whether it is
reasonable for you fo altempt to get to work. H is the Town of East Hampton's policy to continue
operations despite inclement weather conditions unless an emergency threatens o make
employee transportation o or from work impossible,

If the facility remains open and employees choose not come to work, they may use accrued
leave time with supervisor’s permission.

No wage/salary decisions will fransgress the requirements of federal and state regulatfions.

Insubordination

Refusal of a legitimate order, physical reactions, or the use of obscene or otherwise
objectionable language to a supervisor or manager, among other actions, are considered
insubordination. They undermine the discipline and authorily needed in the workplace and
cannot go unchallenged. Insubordination may result in discipline, vp fo and including
discharge.

The best way for employees to avoid this problem is to follow the order given by a supervisor or
manager, then fater guestion or challenge i through the dispute resolution procedure,
Employees never have o carry out an order ihat is unsdfe or may result in death or serious injury.

Internet

Access to the Internet has been provided to employees for the benefit of the Town. Therefore,
every employee has a responsibility fo mainiain the Town's image and 1o use the Infernet in a
productive and useful manner. Internet access is for Town business,

Infernet users must recognize that all messages created, sent, or retiieved over the Intemet are
the property of the Town, and should be considered public information. Employees who use
Town computers fo access the Infternet consent to having their internet transmissions and
retievals accessed and monitored by the Town,

Since the Internel is an open communication link, confidential information must not be
fransmitied or received over the Internet.

To prevent computer viruses from being transmitted through the system, there wil be no
unciuthorized downloading of any software. Al software downloads will be done through the IT
Department and will be checked for viruses.

Keep in mind that information downloaded over the Internet may be subject fo copyright iaws
or license agreemenis. Failure to observe copwright or license agreements may result in
disciplinary action by the Town and/or legal action by the copyright owner.

Internet users must not send or receive any form of derogatory or harassing remaiks, including
commenis based on age, disability, national origin, politicdl affiliation, race, religion, sex, or
sexual orientation.

No sexually-otiented or pormmographic information orimages may be sent, received, or accessed
using Town or personal computers during working hours, In the event employees inadvertently
encounter sexually-explicit material while browsing the Internet, they should immediately
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disconnect from the website. Employees who voluntarily view pornographic websites at work
will be subject to discipline, up to and including discharge.

Employees are prohibited from disclosing confidential information over Internet message boards
or web logs {also known as blogs). (See Social Networking Policy). Similarly, employees may not
use external message boards or blogs to disparage or defame the Town and/or ifs services.
Inappropriate use of any Intemnet-based eleckonic communications may be subjeci to
discipline, up to and including discharge.

The Internet should not be used for personal gain, such as soliciting or operating a non-Town
business. Use of the Internet must not interfere with the Town network or the work of others. Also,
it must not interfere with your productivity,

Use of Town elechonic communications systems, including Internet access and e-mail, is not
guaranteed to be private. As such, the user does not have an expectation of privacy in his/her
use of such systems and the Town reserves the right to monitor the use of such systems to ensure
complicnce with policies and use guidelines by, e.g.. bypassing passwords where appropriate.
The Town reserves the right and may monitor phone calls, work areas, and computers and any
other use of Town equipment or property without prior notification fo employee, consistent with
federal and state law.

Unauthorized use of the mail system or electronic communications, including e-mail and
facsimile machines will be subject fo the disciplinary procedure and could lead to termination.

Investigations

The Town will launch an investigation any fime it has reason to believe that a law or policy has
been violaled. As far as workplace harassment is concemed, the Town will investigate any
complaint it receives, evenif the complainant requests that nothing be done.

If employees ever at any fime have any qusstions regarding the policy or the proceduros of an
investigation, they should not hesitate fo contact the Town Manager or the Human Resources
Depariment. The Town reserves the right to use any lawful method of investigation, which, in its
sole discretion, it deems reasonable and necessary fo determine whether any employee has
engaged In conduct warranting disciplinary action.

Immediately upon receipt of an allegation or incident of misconduct or other policy violation,
the Town Manager will assign an investigator to the case. The investigator will make every effort
to interview the complainant, the accused employee, witnesses, the employee’s immediate
supetvisor, and any other persons whose statements could assist in the resolution of the situation.
Individuals who make false statements during the course of an investigation may be subject to
discipline, up to and including discharge.

The investigator will also review dll appropriate fites, records, and any other avdilable
documentation in an effort to corroborate the statements made and help reach a resolution.

Once the investigation is complete and the Town determines that misconduct or some other
policy viclation has occurred, it will take immediate and appropriaie corrective action fo
discipline the accused and prevent the conduct from occurring in the fulure. The Town refains
the right to discipline behavior that it deems inappropriate and unprofessional, regardiess of
whether it is illegal.

The Town will inform the complaining employee of the outcome of the investigation and of the
internal remedies available. Only those employees with a legltimate need to know wil be made
aware of the results of ihe investigation.
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In the course of an investigation, employees may be required fo parlicipate in an investigative
interview. Failure to cooperate with the Town may resulf in discipline, up to and including
discharge. However, the Town will in no way physically or verbally restrain an employee from
leaving an investigative interview, nor will it delain an employee for an unreasonable amount of
time. An employee's failure to answer any questions during the interview will be considered a
refusal to cooperate with the invesiigation and will lead tfo disciplinary action, up to and
including discharge.

The Town will make every effort to protect the privacy rights of employeces inferviewed in the
course of an investigative inferview. However, employees are not entfited to total confidentialily
since the information obtained may need o be comoborated by another employee. The
investigator will not however, divulge any unnecessary information, Conversely, employees who
are inferviewed during an investigation are required to maintain strict confidentiality about the
contents of the interview and may be asked to sign a confidentiality agreement.

IPODS

The Town permifs employees to bring iPods, MP3 players, and other portable music devices 1o
work.  However, it expects employees to adhere to the following guidelines to ensure their
proper and safe use,

Employees may listen o music quielly al thelr desks, but the volume level must be kept fow so
that it does not block out voices or disturb co-workers. Employees who abuse this priviege will
be prohibited from listening to their iPods or other porfable music devices during working hours.
Use will be restricted to breaks and lunch hours.

Employees are prohibited from walking oround the office, attending meetings, or meeting with
clients while listening to their iPods or other pon‘able music devices and wearing headphones in
their ears.

When discussing work-related matters with a manager, supervisor, or any other employee of the
Town, no matter how brief the exchange is, employees must remove their headphones.

Use of the company's computers to download music onto employees’ iPods or other portable
music devices is strictly prohibited.

Employees are siriclly prohibited from downloading onto their iPods or other porfable music
devices any confidential or proprietary information from Town computers,

Town-issued iPods or other portable music devices for training and communication PUIrPoses
may not be used o download personal music or videos, Also, alf Town-supplied iPods or other
portable music devices must be returned to the Town immediately upon employees’ voluntary
or involuntary termination.

Listening fo an iPod or other portable music device while driving a Town-issued motor vehicle is

strictly prohibited. Similarly, the Town prohibits employees from listening fo a Town-supplied iPod
or MP3 piayer through headphones while driving either a personal or Town vehicle.

Job Abandonment

Employees who are absent from work for three {3)consecutive business days or more without
calling in and notifying their supervisor of the reason for their absence are deemed to have
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abandoned their jobs. Job abandonment also occurs when employees fdil to refurn to work or
directly notify iheir supervisor of the reason for their absence within fhree (3} consecutive
business days affer in the end of any approved leave of absence or disciplinary suspension or
recall from fayolff status,

Extenuating circumstances such as o medical emergency thai prevent an employee from
contacting the Town regarding an absence, will be given appropriate consideration.

When an employee is considered to have abandoned his/her job, the employee shall be
considered to have voluntarily resigned, with prejudice, and will be ineligible for rehire.

Jury Duty

The Town does not discriminate against, penalize, threaten, or coerce employees who are on
jury duly. We will abide by all federal and state regulations regarding time off, pay,
reinstatement, and notice.

To qudlify for jury or wilness duly leave, employees must give advance nofice of the need for
lime off. A copy of the summons must accompany the request. In addition, proof of service
must be submitted to the supervisor when jury or witness duty is completed.

If employees are excused from duty early or are not required to be present in court, they are
expected to be on the job. They must nolily their supervisor as soon as possible after they
receive nofice of jury duty. If their absence would result in a hardship to the Town, we may
petition the court fo excuse them from jury duty. '

The Town will provide jury leave for regular, full-time employees ordered 1o serve on jury duty,
precluding their being available for work. In such cases, the employee shall receive that portion
of his regular pay, which will, together with jury pay, equal his total salary for the same pay
period. All employess reduired fo serve on a jury or fo parficipate in o judicial selection process
will be granted time off fo accommodate the necessary schedule; time off with pay wilt only be
provided to the extent that pay is required under state law [Conn. Gen, Staf. §51-247),
Currently, only full-lime employees are enfitled to receive pay for time lost during work for the
first five days of jury duty; after that time, such an employee will receive time off without pay.
Part-ime employees will receive time off without pay for jury duty. Employees are permitfed to
retain the dllowances received from the court of such setvice. Employees are required to report
to work during any portion of a scheduled workday not requiring presence relating to the jury
duty dssignment,

All employees are allowed time off if summoned to appear in court as a withess. This fime will be
unpdid. In the event an employee is subpoenaed fo serve as d withess on Town matters, time off
with pay will be granted.

To qudlify for jury or withess duly leave, employees must submit a copy of the summons o serve

to their supervisor, as soon as it is received. In addition, proof of service must be submitied to the
supervisor when jury or witness duly is completed.

Leaves of Absence (Unpaid)

Employees may find thal persondl, heaith, or family problems make it necessary o be absent
from work for extended periods. Requests for leaves of absence without pay for limited periods
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will be considered by management, depending on the reasons and circumstances for the
request,

Management retains the right to deny the requested leave of absence unless required under
the federal Family and Medical Leave Act (FMLA), siate or other localiaw,

In addition to other leaves mentioned herein, regular full-lime and part-time employees with one
vear of service may be granfed on unpaid emergency leave of absence. Such leave of
absence may be faken only when approved by the Town Manager, at his/her sole discretion
and based on business needs. In addition, such leave will only be granted where it does not
seriously disrupt operation and is in the best interest of the Town. Unless otherwise provided by
law, such leave shall be without any pay or benefits and the employee will not accrue/eam any
leave time.

Unless otherwise provided by law, re-employment and/or return to the same or equivalent
position is not guaranteed. An employee who fails {o report o work the first day after the
expiration of his/her leave shall be deemed to have resighed.

Employees must submit a written request to their supetvisors explaining the reason for the request
and the anticipated length of the absence. Advance nolice of 30 days is required when
foreseesable,

Leaves of absence dre not intended for employess who are leaving their employment and do
not plan fo refurn to work at the Town,

All applicable accrued paid leave remaining at the time the leave of absence begins must be
used at the beginning of the leave. After those days are used, the rernaining leave becomes
"unpaid.” ‘ '

The Town requires fithess-for-duty. cerlification. from all employees on @ medicdl leave of
absence, not just those returning from FMLA leave, In compliance with the FMLA, the Town only
seeks cerfification that periains to-the condition that caused the need for the employee’s FMLA
leave; and only with cehsent of the employee; and will not seek second opinions since an
employee’s fitness-for-duly certification cannot be challenged.

When praciicable, the employee is requested fo contact the supervisor at least 2 weeks prior to
the expiration of the leave to confirm infent fo return to work,

When possible, modified work assignments will be made available to employees to facilitate the
return to full duly after they have suffered an absence due to an injury or illness. Modified duties
must meet the Town's staffing needs as well as accommodate the employee's medical
resirictions while taking info consideration the welfare and safely of the employee, his/her co-
workers, customers, and/for clients.

To be eligible for a modifled work assignment, the employes’s injuryfiliness must be temporary.
not permanent, and must prevent the employee from petforming the full dulies of his/her
position for a minimum of two weeks,
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Life Insurance

Group term life insurance shall be one (1) fimes the annual salary rounded to the highest one
thousand {$1.000) dollars up fo a maximum of $125,000. Benefit is reduced to 50% upon
recaching age 70. Please refer to policy for additional defails. This benefii is subject to change.

Longevity Payments

Longevity Payments

Longevity pay will be paid annually after the employee meets the service requirement as
follows:

Syears $ 200.00
10 years 350.00
15 years 500.00
20 years 650.00
25 years 800.00
30 years 950,00
35 years 1,100,00

Annual longevily payments shall be made in full upon the anniversary date of employment.

This benefit is subject to change.

Medical Care Insurance

The Town will provide insurance coverage for all regular, full-ime employees and their
dependents. This benefit is subject fo change.

Currenily the following benefits being offered are:

Each employee shall choose either Plan A or Plan B for the ensuing fiscal year or may exercise
the option offered in Section 2 In lieu of accepting medicat insurance Plan A or B. Fulure
changes in coverage for employees and dependents may only be made as of each July 1, or
when there is a qualifying event {such as marriage or divorce, birth or adoption of a child, death
of the employee's spouse or other dependent or termination of employment of the spouse in
accordance with IRS Section 125 regulations). The annudl selection period for choice in medical
coverage shall be from May 15t to May 315t {o be effective on July 15,

A. Plan A

Anthem Blue Cross and Blue Shield Century Preferred Provider Program with Managed Benefils
Prescriplion Drug Rider to $800 annual maximum per member, with a member pharmacy co-
payment purchase amounts according to the following schedule:

$5.00 - Generic prescriptions
$10.00 - Name brand prescriptions
$3.00 - Mdail order prescriptions
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The employee shall pay the following premivum cost share for Plan A by auviomadic payroll
deduction: 14% for fiscal year 2011; 15% for fiscal year 2012,

B. Plan B

Anthem Blue Cross and Blue Shield BlueCare POS Plus
Prescription Diug Rider with unlimited annudl maximum per member, with d member pharmacy
co-payment purchase amounis according to the following schedule:

$3.00 - Generic prescripiions
$6.00 - Name brand prescripiions
$0.00 - Mail order prescriptions

The employee shall pay the following premium cost share for Plan B by automatic payroll
deduction: 14% for fiscal year 2011; 15% for fiscal year 2012,

An employee who elecis not to accept the health insurance benefils shall be remunerated in
the amount of Five Hundred Dollars {$500) at the end of each quarter of the year, effective with
the quarter beginning July 1, 2006; provided, howevaer, said employee shall furnish fo the Town
evidence satisfactory 1o the Town that said employee canies, individually or through members
of his iImmediaie family, insurance coverage similar fo or better than that offered by the Town in
this Article. Such person choosing this option shall not be able to change his decision prior o the
end of each quarter, and the Town shall be relieved of its responsibitity to provide such
coverage during the previous quarter.,

The Town reserves the right to change insurance carriers and io alter and/or efiminate the
above-described benefits at any time.

In the event an employee is separated from employment, the employee may have the right to
continued hedlth insurance coverage under the federal COBRA rules and regulations,

Military Leave

The Town will grant military leaves of absence as required by federal and state low and by the
needs of employees who are members of the military service. The Town makes it a policy not to
discrirninate in any way against employees who are members of the milifary. An employee’s job
will not be in jeopardy if a military leave of absence is requested or taken,

Employees dre required o give the Town advance notice of their need for protected leave. The
notice may be either written or verbal and must indicate that the leave is based on uniformed
service.

Generally, notice of the need for leave must be given as soon as practical. No prior notice is
required if it is preciuded by military necessity or such notice is impossible or unreasonable.

The duration of the leave will be the term of enlisiment plus any additional time that may be
required by the government. it will include a reasonable dllowance of time for fravel and
ddjustment.

Employees may, but are not required to; substitute accrued paid time (e.g., personal days,
vacation days} for any unpaid military leave of absence.
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On return from miilitary leave of absence, the employee will be reinstated to the position he/she
would have attained ¥ not for the military service, hisfher pre-service position, or a comparable
position, as required by law.

To be eniifled 1o reinstatement to the same job, the individual must still be qudatified 1o perform i.
if the individual needs to acquire or practice job skills, a reasonable time will be granied for this
purpose,

If the employee is not qudlified for hisfher former position because job skills have changed or the
individual has a disability, then the employee will be allowed to atfempt io qualify for a similar
job.

The Town reserves the tight 1o deny reinstatement under the following limited circumstances:

*The Town's circumstances have changed so much that reemployment is impossible or
unreasonable.

*Helping the service member 1o become qualified for reemployment would pose an
undue hardship.

«The service member held a "brief, non-recurrent job" prior {o belng called to mifitary
service.

+The service member's reemployment documentation doesn't pass legal muster.

The Town will provide continued health care coverage for up to 24 monihs to any employee
who has been called {o aclive milifary duty. For milifary service of less than 31 days, the
individual is only reguired to pay the usual employee share of the premium. If military service is
fonger than 31 days, the individual is required to pay 100% of the full premium.

If the employee fails to provide advance notice of hisfher need for military leave and does not
elect confinuation coverage, the Town may cancel the employee’s health insurance. However,
if the employee's failure to give advance notice was excused because it was impossible,
unreasonable, or precluded by military necessity, the Town must reinsiate the employee's health
coverage retroactively upon his/her election to continue coverage and payment of alt unpaid
premiums. ' '

If an employee leaves employment for uniformed service in excess of 30 days after having given
advance notice but without electing continuation coverage, the Town may cancel the
employee’s hedlth insurance. However, it must retroactively reinstate uninterrupted coverage
o the date of departure if the employee elects continuation coverage and pays all unpaid
premiums wihin the periods established by the plan.

Similarly, the Town may cancel health insurance coverage if the employee elects, but does not
pay for, confinucition coverage.

Employees who are on leave for milltary service are enfitled to accrue senlority-based rights or
benefits they would have aftained had they remained continuously employed. When veterans
are avdilable to return to work, they are entitled fo all seniority-based benefits held prior fo being
ordered o active duty, as well ds any pay increases, promotions, or other benefits that became
eifective while they were on military leave retroactive to the date they would have been
effeclive had the employee not been required to report to active duty. Military leave will also
be freated as service with the Town for pension vesting and benefit accrual purposes.

The Town will freat the accrual of non-seniority-based benefits during military leave no different
than for comparable leaves of absence. If the non-seniority benefits to which employees on a
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leave of absence are entitled \)ary according o the type of leave, employees on military leave
will be given the most favorable treatment accorded to any comparable form of leave.

The service member is responsible for any benefits costs that he/she would have normally poid
while employed or to the exient that other employees on a leave of absence are responsible for
such costs.

Eligible employees with a spouse, child, or parent who is on, or who has been called 1o, active
duty in the Armed Forces in support of a contingency operation may take up to 12 weeks of
unpaid leave upon experiencing a qualifying exigency.

Fligible employees who are the spouse, child, parent, or next of kin of a covered service
member who has incurred a serious illness or injury while on active duly are permitted fo take up
fo 26 weeks of unpdaid leave in a single 12-month period 1o care for the injured service member.

Nepotism

To avoid conflicis of inferest and the appearance of favoritism or bias and fo enhance
supervision, security and morale, the Town generally discourages the employment of relatives.
the term “relatives” includes employees' spouse, mother, father, sister, brother, child,
stepmother, stepfather, stepsister, stepbrother, stepchild, niece, nephew, cousin, uncle, auni,
grandparent, grandchild, ar in-laws within any of these categories.

Employees are not dllowed to work in a position where their supervisor is a relative or where o
personal relationship interferes with job performance or morale.

No person should be hired for a position when to do so would violate this policy. If such o
situation is created through promotion, {ransfer, marriage or other changes, one of the afiected
employees may be fransterred or terminated.

This policy will be applied in accordance with applicable state and federal laws. Employees
who violate the policy will be subject to discipline, up fo and including termination. Questions or
comments about the policy or its application may be addressed fo the Human Resources
Department.

On-Call

Employees may sometimes be required by their supervisor to remain on-call oulside their regular
hours of employment. Employees who are required by their supervisor to remain on-call after
their regular workday or workweek should carry a cellular phone or pager at all fimes.

Employees are expecied fo respond 1o the call and fravel fo work within a reasonable amount
of time.

Employees on an approved ledave of absence are not subject {o being on-call.
Exemp! employees who perform on-call duties will receive no additional compensation for this

duty, since they are exempt from overtime compensation. Compensatory time wilt be eamed.
Please review policy.
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Open Communicction

The Town believes thatl open, respeciul, and honest communication between employees is
assential. To this end, the Town has adopted open communication procedures for employees to
discuss and seek resolution of issues or concems of any type. The Town requests thal these
procedures be followed whenever concerns or issues arise.

No employee shall be retaliated against or otherwise treated unfavorably as a result of using the
open communication procedures fo voice concerns of resolve issues.

In order for the open communication process to be successful, employees must bring forward
their concerns in a timely and direct manner and give those involved a chance o resolve it
Both parties are expected to communicate with one another in a calm and professional
manner. The Town also requests that all employees involved keep the matter confidential
pending the ovicome.

Although the specifics of the open communication process vary based upon the seriousness of
the situation, the following guidelines should be followed. Any questions about how the process
works should be addressed o the Human Resources Department.

»Discuss the concern or issue directly with the employee(s) involved. While there may
be circumstances where direct communication may not be feasible, often issues are
best resolved between those most directly involved in the matter,

olf direct communication of the concern or issue does not resolve the matter or if direct
communication is not possible for some reason, (e.g.. in a harassment situation, an
employee doesn't feel comfortable fakking to his/her alleged harasser) the employee
should discuss the matier in a timely manner with his/her supervisor.

oIf the supervisor is the one with whom the employee has the issue or if the concemn
remains unresolved, the employee should next raise the issue with the Human
Resources Department and/or Town Manager who shall investigate and mete out
discipline, if appropriate.

Overtime

All non-exempt employees are subject fo the overtime pay provisions of the Fair Labor Standards
Act (FLSA} and must be compensated for all hours worked.

The Town will make every reasonable effort fo distiibute overtime as equitably as possible
among employees quadlified fo do the work; however, the Town cannot guaraniee such
“equity.” Employees are expected to work overtime as required. Every efforf will be made fo
find a replacement for an employee who has a previous commitment or emergency situaition,

No employee will work overtime without direct authorization from his/her immediate supervisor.

Employees who take their meal breaks at their desks are required to refrain from working during
that time. The Town encourages employees to leave their work area during meaftiime. Anyone
who works during meal breaks will be compensated for the time worked. However, if the work
was not authorized by their supervisor, the employee will be subject to discipline.
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Pari-time

Pari-time employees work the days and the hours assigned by their supervisor with approval of
the town manger. All parf-iime employees shali receive an hourly wage only. Part-time
employees shall not be entitled 1o fiinge benefits such as holidays with pay, sick leave with pay,
vacation fime off with pay, or medical coverage.

Pay

The Town will follow the rules and regulations set forth by federal and state labor laws.

We make every effort to rack the latest laws and regulations and abide by their guidelines,
including legislation that pericdically raises the minimum wage, sefs fraining rates and increases
overtime rates. If state law is more generous than the applicable federal rates, we will apply
that rate to our pay practices.

The workweek begins on Sunday and ends on Saturday; unless specified in your union contract.

Employees will be paid on a bi-weekly basis and will be paid on Thursday. Paychecks will be
released to employees after 12:.00 noon. If the designated wage payment date falls on a
holiday, employees will be paid on Wednesday. Direct deposit of paychecks shall be available
al the oplion of the employee,

The Town expressly prohibits any employee from filling in, changing, or damaging any other
employee's time record. It is a violation of Town policy to change or falsify o time record. Any
employees who do so may be suspended or terminated at the discrefion of the supervisor and
department head.

Applicable federdl, state, and local income taxes, as well as federal Social Securily taxes, are
withheld from each paycheck. The Town reserves the right to obey dll laws that pertain fo
payroll, including garnishments,

Performance Appraisals

Employees’ performance will be appraised at least every 12 months by their immediate
supervisor. The formal review will consist of a wrilten appraisal followed by a discussion of the
evaluation. informal reviews should be conducted on a continuing basis.

Employees will be advised 30 days in advance of the performance appraisal so that they will
have time fo prepare personal thoughts and any wiitfen comments they may wish to add to the
report.

Performance appraisal is a continuing process. During the appraisal period, the supervisor
should counsel the employee regularly, note areas where the employee appears to be in need
of improvement, and discuss these informally with the employee.

The appraisal's purpose is to help supervisors evaluate performance in an objeclive, consistent,
and uniform manner. [t will be based on job performance and employee quadlifications, which
will be based on each position's job descriplion and work standards.

Subjective factors, such as personal habits and outside activities, will not be considered.
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Supervisors  should establish  expected performance standards for each employee in
consuliation with the employee at the beginning of the raling period.,  For each basic
requirement, a performance goal should be established for each rating period and ecach
employee. To the greatest extent possible, the standard should be wiitten so that the success or
failure can be easily determined, and the result will not depend solely on the personat judgment
of the appraiser,

Employees will have the right fo express disagreement with any points made, comrect any
inaccuracies, and make wiitten comments concerning all aspects of the appraisal,

tmployees are encouraged to use performance appraisals as an opportunity to openly discuss
with their supervisors their career and personal goals and how they plan to meet them. They
should also feel free to bring up any difficulfies In their relationships with their supervisor in an
open and constructive manner.

Personal Appearance

Dress, grooming and personal cleaniiness standards contribute to the mordle of all employees
and affect the image the town presents o its residents, visitors and others. During work fime,
employees are expected fo present a clean, neat appearance and o be dressed in atfire
suitable to the job duties,  Alsc see dress code policy.

Personal Time

Managers and empioyees have the responsibilily 1o plan schedules that meel operaling
requirements of the departiment and time off needs of the staff. In order o balonce and meet
service and stafiing requirements, workers and supervisors should plan time off schedules well in
advance with the exception of unplanned illnesses and emergencies.

A full iime employee who has successfully completed the entry-level probationary period may be
granted pdid personadl leave days. Such days may only be faken with the permission of the
employee’s immediate supervisor, which will not be unreasonably denied, and used for necessary
personal business that otherwise cannot be conducted oulside of the work day.

Three (3) personal leave days will be granted to each employee at the beginning of each fiscal
year. Personal leave days not used in one fiscal year will not accrue into any later fiscal years. Pay
shafl be equal to the hourly rate times the number of hours in o regularly scheduled day for each
particular employee. At the discretion of the employee's supervisor, personal leave days may be
combined with vacation or may be taken with other personal leave days in the same week.
Except in the case of an emergency, employees must request permission from their immediale
supervisor to take such leave at least 48 hours in advance.

Employees who work less than full ime are not eligible for paid personal leave.
Padid personal leave will be charged in 2 hour increments.

Upon the voluntary or involuntary termination of employment, ne employee will be paid for any
unused persenal time.
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Personnel Files

The Town keeps certain records relating to an employee’s employment in a personnet file. The
documents contained within that file are the property of the Town and must be maintained for
government and Town record-keeping purposes.

The following items may be included in employees’ personnel files:

employment application and résumé;

reference checks;

jolo descriptions; _

records related to hiring, promotion, demotion, fransfer, layofi,
compensalion, fraining, etc.;

letters of recognition;

performance evaluations;

exit interviews;

termination records;

training records.

¢ & & @
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The following records will be maintained in files separate from employees' personnet files:

° medical records;

° equal employment opportunity documents identifying on individual's
race and sex;

° Iimmigration forms,

All files connected with an employee are considered stiictly confidential, and access will be
limited only to Human Resources employees, upper management, and the direct supervisor or
manager of an individual employee with a job-related need fo know the information and who
has been authorized o see the file.

Information contfained in employee personnel files will nol be made available to non-
employees, unless written authorization is obtained from the employee, or a lawful summons,
subpoend, or judicial order.-has been properly served. In general, and where and when
appropriate, the Town will notify the employee of such a request when it is received. However,
the Town need not inform an employee that personal information has been disclosed to law
enforcement agencies if it concerns an investigation into the employee's on-the-job conduct,
especially when an employee’s aciions endanger other employees or Town security and
property. However, the Town may also be required to disclose ceriain personnef records fo members
of the public, pursuant to requests made under the Freedom of Information Act.

Current and former employees may review their personnel file in accordance with applicable
state law. Any employee who wishes to review his/her personnel file should contact the Human
Resources Depariment in wiiting to arange for a mutually convenient fime to review
appropriate material. The Town requires that employees view their personnel files in the offices
of the Human Resources Deparfment and in the presence of a Human Resources staff member.

ltems in the personnel file may be copied at the expense of the employee.
Any employee who does not agree with the information in his/her personnel file has the right to

challenge or appeal the infformation. Employees may have a statement of disagreement
placed within the filte. However, records may nof be removed.
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In the event of pending litigation, managers and supervisors are expecied to suspend standard
data destruction procedures and fo maintain all personnel file documents and records relevant
to the complaint.

Pregnancy Leave

it is our policy fo treat pregnancy, childbirth, and related medical condilions according to the
leave requirements outlined in the Family and Medical Leave Act {FMLA} and ihe Pregnancy
Discrimination Act (PDA}. The Town diso complies with all applicable local and state laws, in
spirit as well as in specific detail.

Should any provision of this policy be found fo be inconsistent with an applicable legal
requirement, the law shall prevail, All other provisions of this policy that are consistent with the
law will remain in effect.

Employees who are granted a leave of absence under the FMLA will be entitled fo al
appropriate benefits, including 12 weeks of unpaid leave, use of sick leave where necessary due
to pregnancy-related fliness {including recovery from pregnancy/child birth), continued
payment of medical benefits, efc. Pregnant employees are expected to review this policy with
the Human Resources Manager soon after they become aware of their pregnancy.

We ask that employees make a written request for pregnancy leave to their supervisors within
the first three monihs of the pregnancy. Their personad physician’s cerlification of their condition,
plus the expected date of delivery, must be included in the written request. The amount of time
granted for pregnancy teave will be no less than other leaves of absences.

An employee requesting pregnancy leave may also ask for a transfer o another less strenuous
or less hazardous position. The request must be in writing and must state the reason for the
transfer. The Town will freat fransfers due to pregnancy no differently than other leave requests
for temporary medical reasons.

with the doctor's approval, employees may continue 1o work up to thelr expected delivery
date, depending upon their medical circumstances and the nature of their jobs.

In case an employee is physically unable fo perform her regular job duties at any fime during her
pregnancy, and has exhausted all available paid leave, she may request that she be placed on
a leave of absence under the guidelines of that policy. Af no fime will a leave of absence due
to pregnancy be required of an employee provided she is able to perform the regular duties of
her job.

During any leave taken, employees are expected to inform their supervisors of their intentions,
including any changes in their expected date of return to work, as soon as the employee
becomes aware of the need for such a change.

The Town will return the employee who meets stated conditions in conjunction with federal and
state law to the same or equivalent job she had prior fo her pregnancy. We cannot guarantee
the exact same job; however, the employee wili suffer no toss in employment status.

Probationary Period

All new hires are hired under a six (6) month introductory period. This period is established to
benefit both the employee and the Town. The employee should use this fime to determine
whether or not the position meets his/her expectations. Similarly, the Town will use the
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infroductory period fo determine whether or not the employee has the knowledge and skills
necessary to perform the job satisfaciorily.

The infroductory period is a time for new hires to learn about their co-workers, supervisors, and
managets, as well as the job requirements involved in their new position. The Town expecits that
new hires will also use the time to become familiar with other relevant information about the
Town and its rules or regulations.

During the infroductory period, the employee’s supervisor/manager will work closely with
him/her on all aspects of their training and responsibilities. The employee's supetvisor may offer
advice and counseling when a problem becomes apparent, but is not required to do so. Ifan
employee and supervisor cannot resolve some drea of dissatisfaction during the infroductory
period, either party may terminate the employment relationship without prior notice.

During and after the successful completion of the introductory period, employment with the
Town is considered fo be at-will. Nothing contained in this manual is infended to create, nor
shall be construed as creating an express or implied contract of employment or guarantee of
employment for any term. In case of a conflict, any applicable union contract/collective
bargaining agreement, ordinance, statute or charter shall control; however, in the absence of
such a provision, employment is at-will and may be terminated by the Town or the employee at
any time with or without cause,

Promotion

Qur Town policy on promeotions encompossés the same equal employment opportunify
philosophy as our hiring, discipline, and all oiher decision-making processes.

We will use objective, job-related criteria to make selections; apply the same standards to
everyone; and won't raise or lower them for individual employees, consistent with cmy obligation
to provide a reasonable accommodation in certain circumstances.

Factors to be considered in promeotions include education, experience in present and previous
jobs, performance record, abiflity, work ethic, and skill.

Property

Al employees are expected to exercise care in the use of Town property. Negligence in the
care and use of Town property, or unauthorized removal or personal use of Town property, may
be cause for discipline. Town property issued to employees, including software, manuals, and
proprietary information, must be returned when employment with the Town is terminated, either
voluntarily or involuniarily. If Town property is not retumed, employees will be responsible for the
value of the property.

No employee will remove Town property from the premises without wiilten permission from the
supervisor or department head that is responsible for the properly in question, Examples of the
kind of property subject to this policy are:

sbooks, office supplies, and equipment;

» confidential fiterature including contracts, manuscripts, outlines, and reports;
= computer disks, iapes, and ofher sforage media;

s information identified as confidenticd.
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Employees are advised not to bring personal property of valuve 1o work, The Town will not be
responsitle for the loss or theft of personal items on the premises. -

Indeed, employees are discouraging from storing personal property in desks, closetfs, cabkinets,
vehicles, or other Town properly or equipment. Town employees do not have a reasonable
expectation of privacy in such Town property or equipment,

In addition, random searches of Town properly, including desks and employee vehicles parked
on Town premises, can be conducied af any time when there is reasonable cause to suspect or
believe that property has been faken, that an employee is guilly of work-related misconduct,
that the search is necessary for a non-investigatory work-related purpose such as fo retrieve a
needed file, or a need to inspect the interior condition of desks and other properiy for proper
maintenance, health, safety and other administrative purposes. Employees’ refusal to submit fo
such a search may be grounds for termination.

To further protect the property and safety of our employees, the Town has the authorily o
request that an employee open for Inspection any personal property {including, but not limited
o, bitefcases, backpacks, and purses) brought onto, or taken from, Town premises.

if an employee is found fo be in possession of Town or other employees’ property without
authorization or in possession of prohibited tems or substances, or the employee refusss to
comply with a search request, the employee may be subject fo discipline, up o and including
termination.

If an employee is found to be carnrying Town property without authorization, supervisors may hold
the property and allow the employee to obtain a sign-outf slip. If the employee fails 1o obtain
such a slip, the supervisor should return the property to the responsible department head along
with areport of the incident.

Reduction-in-Force

The Town will attempt to provide appropriate employment for all employees. it is our policy to
retain, fo the extent consisient with Town reguirements, the services of all employees who
perform their dulies efficiently and effectively. If a layoff is necessary to protect the Town's
financial or operational staius, it reserves the right to reduce ifs workforce either permanenily or
temporarily. It also reserves the right fo reduce its workforce when substaniial changes in status
or technology necessifate such action.

The Town will comply with all federal, sfate, and local regulations governing reduction-in-force.

Where colleclive bargaining agreements apply, the Town will follow any applicable siated
seniority rules. For those employees who are not members of such unils, the Town reserves the
right to determine layoffs in a manner serving its best interesis while staying in complionce with
all applicable laws. The Town will foliow recall procedures set by collective bargaining
agreements. Employees not covered by such agreements will be recalled as the Town sees fit
at the fime. The Town can make no guarantees how and when this recall will take place.

Job performance and the fype of job being performed will also be considered in the decision.
We reserve the right io evaluale individuals on a case-by-case basis before making an
employment decision.
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References

it is our policy to answer requests for references as completely and honestly as possible.  All
requests for information will be handled responsibly, and only qualified personnel will be
involved.

Usuailly only facts conceming dates of employment and title are given. Additional information
about employees' performance will be furnished only if they sign a consent agreemeni
regarding the release of this information, Only facts about their performance will be given and
no false or misteading information will be disclosed.

Information will be given fo duly autherized requests from law enforcement agencies, including
investigators, summonses, subpoenas, and judicial orders. The Town need not inform an
employee ithat personal information has been disclosed to law enforcement agencies if it
concerns an investigation into the employee’s on-the-job conduct, especidly when an
employee's actions endanger other employees or Town security or property.

All requests for references about current, retired, or terminated employees must be referred to
the Human Resources Department. No supervisor is authorized fo give any information about
current or former employees without the approval of Human Resources.

Religious Discrimination

It is against Town policy to discriminate against any person based on their religious beliefs or
practices. It is also our policy not fo ask employees about their religious convictions.

No Town employees, especidlly those in a supervisory capacily, are allowed 1o impose their
religious beliefs on others. Religious harassment, too, is shiclly prohibited. All violations may be
subject to discipline, up to and including discharge.

it is the policy of the Town to accommodate the religious beliefs of ils employees whenever
possible. The accommodation; however, cannot exert undue hardship on the Town or other
employees.

When an employee's religious beliefs interfere with the Town's dress code, or the employee’s
work schedule, assignments, or other work-related matters, the employee musi schedule a
meeting with his/her supervisor to discuss possible religious accommocdation options.

After meeling with the employee, the supervisor must meef with Human Resources to assess
potential religious accommodations based on the requirements of the employee’s sincerely
held religious beliefs. In addition, the supervisor and HR must evaluate the impact of the
accommodation options on other employees and any potential undue hardship fo the Town.

Accommodations may include, but are not limiled to, scheduling changes, leave with or
without pay, transfers, and dress code exemplions.

If the proposed accommodations pose an undue hardship on the Town or other employees, the
employee will be expected to assume hisfher usual duties. If no potential hardship exists, the
supervisor and HR must decide on an accommodation option that is reasonable. The Town is
not obligated to provide the specific accommodation requested by the employse. Howsver,
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the Town will work toward an agreeable resolution with employees who have religious
accommodation requests

Resignation

It is our policy that the employment relationship may be terminated at-will — at any time and for
any reason, by the employee or the Town. Management-level employees are expected to
provide af least 2 weeks notice of their resignation. When employees leave the Town voluniarily,
they are expected to submit a letter of resignation af least 2 weeks prior fo their last day of work.
When giving notice, employess should speak with theirimmediate supervisor.

All employees are required 1o return keys, uniforms, Town vehicles, supplies, or any othor Town
property prior to separation of employment. The Town reserves the right to inspect employees'
desks, lockers, or personal belongings at the time of separation.

Fmployees whe do not provide the requested 2 week notfice period may be considered
ineligible for rehire or payments provided upon separation from employment for unused leave.

Retirement

The Town's present and existing retirement plan {the “Retirement Plan”) shall remgin in force and
effect unless modified by mutual agreement and approved by the Town’s legislative body and
the Union.

A separate pension plan agreement effective January 1, 2008 and separately negotiated shall
continue in effect untit amended.

The Town will implement a pre-tax wage deduction plan in accordance with applicable federal
and state laws as it applies to health and retirement co-pays.

Safety & Health

It is the policy of the Town 1o provide a safe workplace for Hs employees based on guidelines
established by Occupational Safety and Health Administration {OSHA) and other available
recommendations.

Safety and health protection has a high priority in ali of our business activities, Our goat is fo
minimize human injury or iliness and property loss or business inferruption caused by dccidents,
fire, or olher hazards. We believe this will be achieved to the degree that all fown members
accept and fulfill the safely and health responsibiiities inherent in each job. individually, we must
recognize hazards, anficipate possible exposures and risks, and then act fo eliminate or conirol
them.

The Town expects that its workers will give their best effort fo prevent workplace accidents and
diseases. The Town will provide the necessary direction and did to accomplish this goal and will
dlso reward or discipline employees according to their actions on behalf of safety or health
concerns.

Al employees must adhere to all OSHA, federal, and state regulations and comply with the
following generai rules.

o All accidents or injuries must be reported immedicitely.
sHorseplay and practical jokes in work areas will not be toterated.
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*First-aid kits are available in designated areas. _
«Smoking is prohibited in all areas throughout the premises (except for designated areas
outside of the building).
*Employees are {o be careful with their hands when operaling any machinery and must
see to it that others do not harm themselves on their machines.
* Operating shoricuis will not be tolerated and will result in immediate discipline,

Employees are responsible 1o themselves and fo the Town for reporting unsafe conditions or
praciices fo management. it is fhen management's responsibility to act as conditions warrani.

The first priority of every employee is the safely of residents, customers, other employees, and
himself/herseif. In case of a sericus accident requiring the attention of a physician, call 911
immediately and then contact Human Resources.

No employee should ever perform a task or work with equipment that he/she considers to be
unsafe. lf an employee has reason fo believe that hisfher working conditions are unsafe, they
should notify their immediate supervisor so the situation can be_ reclified,

The Town keeps records on every workplace injury and records any time one of our employess is
unable fo perform the employee's full duties because of a work-related injury or illness. Human
Resources maintains these records. Any fime an employee incurs a workplace injury, an
accident form must be sent to Human Resources no matter how minor the injury is.

COMMUNICABLE DISEASES : :

The Town recognizes its responsibility to provide o safe workplace for all employees, visitors and
customers. Therefore, the nature of a communicable disease and ifs means of transmission will
be considered when handling each specific illness.

To prevent outbreaks of communicable diseases in the workplace, employees are expected to
comply with dll hedalth and safety standards. For example, employees with flu-ike symptoms
should remain al home to reduce exposing others. Also, employees should wash their hands
regulatly and cover their mouths with a tissue when sneerzing or coughing.

When fthe Town has reasonable cause to believe that an employee is unable to perform
assigned duties or is endangering the health or safety of others because of a communicable
disease, it may request a fitness-for-duty exam to clarify the employee's condifion. Any fitness
for duly exam will be paid by the Town and conducted by a Town selected physician.

The Towh recognizes thalf the employee's medical condition is confidential. Therefore,
reasonable precavtions will be taken to ensure information regarding an employee's heaith is
provided cnly to those persons with a need to know.,

FIRE PREVENTION

The Town expecls each employee fo do everything possible o safeguard Town facilifies from
damage by fire. Employees can help prevent such a disaster by keeping their work area clean
and free of rubbish and by observing all rules regarding fire prevention. Our fire prevention
policy is designed to ensure that all reasonable steps are taken o preserve life and properly
from exposure to fire hazards.

The Town will attempt to hold fire drills at least once a year to insure the prompt and safe exit of
employees from all buildings in case of an actudl fire. Prompi compliance 1o supervisors' and
the fire department’s instructions is required during these drills.
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HAZARD COMMUNICATIONS

The Town compilies with all federal and state "Right to Know" laws, which means employees will
be made aware of any chemical hazards they may face at the workplace. Employees will also
receive special fraining conceming the labeling, handling, and disposal of hazardous
substances, and what steps should be taken in the event of o spill.

if employees have any questions about how hazardous waste should be handled or stored, they
should see their supervisor immediately.

Employees have a right to access records concerning their exposure to chemicals in the
workplace.

Security

It is our policy to protect the securty of cur employees and our Town properly through the
establishment of necessary controls and procedures.

Security problems and violations cannot be handled in a consiruciive manner unless Town
management knows about them. Our security policy; therefore, places a strong emphasis on
reporting security-related incidents so that the proper action can be taken.

All keys, access codes, Town records, documents, and other property must be tumed in ai
separciion of employment,

in the event of theft, suspicious aclivily, or dangerous incident, employees should report the
situation fo their supervisor. The supervisor will assess the situation and, if appropriate, contact
the local police.

The Town reserves the right fo inspect bags, parcels, or containers being removed from the
premises. Further, in the interest of healih and safety, the Town reserves the right to inspect the
workplace, including lockers, desks, files, etc. A search can dlso be conducted of any Town or
personal equiopment used in the scope of employment, including but not limited to computer
equipment and files, e-mail, voicemai, eic.

An employee's vehicle, including the trunk and glove compartment, are subject to search if the
vehicle is parked on Town property.

The Town strives to maintain a safe and secure workplace and does not folerate any acts or
threals of violence in the workplace or while conducting Town business. Every effort has been
made 1o identify possible sources of violence and implement procedures fo eliminate or
trinimize risks.

In order to ensure a safe environment for employees and visitors, the Town prohibils the
presence of firearms or other dangerous weapons on Town property except for any location
where state or local laws apply. Any employee in possession of a firearm or other weapon while
on Town property may face disciplinary action, including termination,  Also, fo the exient
allowed by law, the Town prohibits clients or visitors from carrying weapons while on Town

property.

Written reports should be prepared by depariment heads and submitfed to Human Resources
immediately after a security-related incident has occurred or been discovered. The report
should cover any and all information relating fo who, what, when, where, why, and how aspecis
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of the incident. If fime is a critical factor, the report should be made first over the telephone and
later confirmed in writing.

The following types of incidents must be reported:

® @ € o °

Ciiminat acts on Town property, including gambling, possession or use of narcotics,
and money lending at unreasonable rates of interest;

Bomb threats via telephone, muail, etfc,, or dctual bomb incidents;

Theft or misappropriation of Town assets;

Loss, theft, or suspected theft of proprietary information and any inadvertent or
unauthorized disclosure of propriefary data;

Damage to Town property or an employes’s personal property while on Town prerises
invelving actual or suspected mischief, vandalism, or criminal negligence;

Natural or man-made disasters;

Attempts by persons to misrepresent themselves as employees or agents,

Actuatl or suspected espionage or subversive activily;

Any riot, civil disorder, orinsurrection;

Any illegal action proposed by a purchasing agent, contractor representative, or
employees thereof,

The following security considerations are offered to assist employees in their responsibility in
maintdining a secure workplace. They owe it to themselves and their co-workers to protect their
assets and their co-workers by:

(-]

Being alerf o anyone loitering near Town premises for no apparent reason; such places
as parking areas, walkways, entrances/exits, and service areas are generally where
“strangers" might congregate. Report any suspicious persons or activities to Human
Resources. '

Questioning mail which renders threats or is objectionable in any way. Upon recognizing
such correspondence, do not unnecessatily handle it. Isolate it and place it in a plastic
cover or folder. Nofify a supervisor immediately.

Mdaintaining control over all lockable fites and/or cabinets. Secure them at the close of
business or whan called away from o work area for a prolonged period.

Never leaving keys to control items in or around a desk or work area.

Never placing valuable personal articles in or around thelr work station which will be
accessible to fransient individuals.

Clearing away their own work ared and making sure that their immediate area of
accountability is properly secured each day at the close of business.

Sexval Harassment

it is the policy of the Town 1o ensure a work environment free of sexual harassment. In
accordance with that philosophy, unwelcome sexual advancss; requests for sexual favors;
sexual demands; or other verbal, physical, or visual conduct of a sexual nature will constitute
sexudl harassment when:

Submission to the conduct is either an explicit or implicit term or condition of an
individual's employment;

Submission o or rejection of the conduct Is used as a basis for aon employment decision
affecting the person rejecting or submitting fo the conduct;

The conduct has the purpose or effect of having a negative impact upon the
individual's work performance or of creating an intimidating, hostile or offensive work

www.easthamptonct.gov

Employee Handbook 60
Draft until approved:



environment; or unreasonably interfering with an affected person's work performance, or
creating an intimidating, hostile or offensive work environment;

o In third-parly situations, one individual is offended by the sexual interaction, conduct, or
communications between others; or

o Submission fo, or rejection of, the conduct by the individual is used as the basis for any
decision affecting the individual regarding job bensfits and/or working conditions.

Such conduct constitutes sexudl harassment whether or not a threat of adverse job
consequences is caried out and whether or not the individual actudlly suffers any tangible
adverse job consequences,

This policy's restriciions and proteciions apply:

¢ fo all Town employees, managers, and officers, as well as those who have a business
relationship with the Town, including customers, clients, vendors, coniractors, etc.; and

o at all work-related activities and Town-sponsored events, both on and off Town
properly and both on and off Town fime {e.g.. business frips, social functions).

Sexual harassment includes a wide range of behaviors- from pressure or requests for sexual
activities 1o unwelcome sexual commentis and innuendo io verbal abuse of a sexual nature.
Unwelcome sexual flirtafions and advances, offensive touching of individual, graphic or verbal
commenfaries about an individual's body, sexudlly degrading words used fo describe an
individual and displays in the work place of sexually suggestive objects or piclures are some of
the additional behaviors that constilute sexual harassment. Behavior appropriate in a sociat
setting may not be appropriate in the workplace. Sexual harassment may be subtle and even
unintentional. It may be directed fowards members of opposite or same sex,

To avoid misunderstandings about what might constitute sexual harassment, the {ollowing
guidelines should be followed, Note: Sexual harassment is not limited fo the examples shown.

o Suggestive or obscene letters, notes, e-mait messages, voice mail messages,
invitations, derogatory comments, slurs, jokes, epithets, foughing, impeding or
blocking movement, leering. gestures, noises, pulling at clothes, display of
sexudlly suggestive objects, pictures or cartoons, sexual assault, attempied
sexual assault.

o Coniinuing to express sexual interest after learning of or being informed that the
interest Is unwelcome.

o Coercive sexud! behavior used fo conirol, influence or affect the career, salary
and forworking environment of another, such as threats of reprisal, implying or
withholding support for an appointment, promaotion, fransfer or change of
assignment.

o Suggesting a poor performance evaluation will be prepared or that a
probationary period of employment will nol be completed successfully.

o The creation of an aimosphere of sexual harassment or intimidation or a hostile
or offensive working environment,

o Inappropriate attention of a sexual nalure,

The Town bases ifs delerminations relative fo employment, haining, compensation, and
promotions on job-related qudiifications in complionce with Equal Employment Opportunity
Commission laws and regulations, which prohibit discrimination based on sex. Federal and state
laws make sexual harassment unlawful. Just as we do not tolerate violations of ofher laws in our
workplace, we do not tolerate violations of the laws prohibiting sexual harassment.

The Town will exercise reasonable care to prevent or correct any sexually harassing behavior by
launching prompt and thorough investigations and enforcing appropriate disciplinary actions.
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In order to prevent and remedy sexual harassment in the workplace as quickly as possible,
employees are encouraged to fake full advantage of the Town’s preventive and corrective
opportunities.

Other Prohibited Conduct

Unwelcome speech or conduct of an offensive or hostile nature based on an individual's race,
color, religion, creed, national origin, ancestry, sexual crienfation, marital status, age, physical or
menial disability or any ether unlawful reason is prohibited by this policy.

Complaint Procedure

All members of our workforce are responsible for helping to assure that sexual and other untawiul
harassment is avoided. Any person who has observed or otherwise becomes aware of conduct
prohibited by this policy should bring the matier to the immediate attention of hisfher supervisor
and/or the Town Manager. The supervisor will immediately inform the Town Manager upon
receipt of any such complaint or the Chairman of the Town Councll if the Town Manager is the
subject of the complaint.

With or without the assistance of a supervisor or the Town Manager, the complainant should
immediately commit complaint to writing. The complaint should include the name of the
complainant, date of the complaint, date of the dlleged harassment, name or names of the
alleged harasser{s) and a detailed statement of the circumstances leading to the complaint
and the complainant's signature, '

All complaints will be promplly investigated in as confidential a manner as practical and
dppropriate corrective action will be faken when warranted. Any individual who is defermined
after an invesligation to have engaged in harassment in violation of this policy will be subjeci to
discipline, including possible dismissal. He or she may dalso be personailly liable in any legal
action brought against him or her, '

Retaliation

Retdliation against an individual because he or she has reported harassment or has cooperated
in an investigation of alleged harassment is a violation of this policy and state and federal law,
Such retdliation is a form of harassment and will be handied in the same manner as ofther forms
of unlawlul harassment.

Responsibilities of Personnel

All persons covered by this policy: Any employee or other person covered by this policy who
fecls that he or she is a victim of sexual or other unlawful harassment s strongly urged to firmly
and immediately notify the offender that his or her behavior is unwelcome and request that it
stop. If the conduct does not stop or the viclim is uncomfortable confronting the offender, the
victim should immediately report the complaint in accordance with the procedures described in
this policy. ‘Any person who has not been victimized but is aware of a possible violation of the
Town’s policy on sexual or other unlawful harassment should likewise report such information.

Supervisors:  Any complaint or other communication from an applicant for employment, an
employee, a volunteer, a visitor, a government agency or an alforney concerning sexual and/or
other harassment should be immediately shared with the Town Manager who receives all reports
and complaints and considers them for investigation and resolution. If nofificalion to the Town
Manager is impractical or inappropriate under the circumstances, the Chairman of the Town
Council shoutd be contacted.

Upon any notice that ilegal harassment may be occuring, the supervisor should inform the
complainant of this policy, including the Town's legal ebligation {o investigate every report even
where the complainant is hesitant to pursue the complaint. The supervisor should encourage
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the complaint to put the complaint in writing and provide him/her a form for this purpose. The
supervisor should advise the complainant that confidendiaglity will be maintained to the extent
possible and should instruct those involved not fo discuss the subject with others in the
workplace.

The supervisor should carefully document his or her knowledge of all communications and efforts
concerning complaints, including any failure fo take advantage of the complaint resolution
procedures provided by this policy. Such documentation should be maintained in a separate
investigative file.

supervisory persornel must attend a Town sponsored sexual harassment fraining program within
six {6} monihs of assuming such position and thereafter when required by management.

The Town Manager is responsible for receiving complaints and assigning them for investigation
by a designated investigator.

The Human Resources Department is responsible for ensuring compliance with various statutory
record keeping. notice and fraining requirements in the area of harassment, including but not
limited to §§46a-60 {a)(8) and 46a-54 of the General Staiutes of Connecticut, and §§46a-54-200
through 46a-54-207 of the Regulations of Connecticut State Agencies. The Human Resources
Department reviews the Town's policy on sexual and unlawful harassment periodically for
appropriate updating and moniters it on an on-going basis for effective implementation.

The definilion of “sexual harassment” as well as the process by which any complainant may
make a complaint of sexual or other ilegal harassment should be part of the orientation for all
new employees and volunteers and Town officials. The Human Resources Department ensures
that this policy is distributed to all covered persons at the time of hire or appoiniment, with each
update and periodically thereafter. He or she is also responsible for conspicuously posting the
policy in places of employee and volunteer access and ensuring that alf covered persons are
aware of who is serving as the Town Manager and how he or she may be reached.

investigators: Depending on the nature of the complaint, the investigation may be assigned to
an ouiside invesfigator by ihe Town Manager if the use of an internal investigator is
inappropriate or impractical under the circumstances.  The investigator will interview the
complaining employee, the accused harasser, and wilnesses, if appropriate, and review
appropriate files, records, or other documentation. To the extent possible, the employee's
confidentiality and that of any witness and the dlleged harasser will be protected against
unnecessary disclosure,

After an impartial and prompt investigation of the complaint conducted in accordance with the
Town's guidelines, the investigator should ascertain, with proper assistance, whether the alleged
conduct occurred and whether such conduct constitutes a violation of this policy. If there is
violation, the investigator should recommend the action necossary fo eradicate the harassment,
fo discourage the. conduct in the fulure and to communicate that such conduct is
inappropriate and a violation of Town policy.

Alter assessing the findings and recommending correclive action in regard to a sexuat and other
harassment investigation, the investigator should commit the findings and recommendations to
writing and forward the report fo the Town Manager or when appropriate, the Chairman of the
Town Council and the supervisor responsible for supervision and discipline of the alleged
offender.

The findings should be communicated to the compldinant and the alleged offender. If sexual or
other illegal harassment is defermined to have occurred, the offender will be subject to
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appropriate disciplinary action which may include, but is not limited to, a verbal or written
reprimand, reassignment, fransfer, suspension or termination.

All investigators should carefully document dall aspects of their review, investigation and
subsequent communications. Documentation of disciplinary actions taken should be
mainicined in the offender's personnel file.

Information oblained duwring the course of an investigation of harassment will be maintained in
confidence. i will be released only to individuals who have ¢ need to know if, e.g., individuals
who will enable the Town to investigate the charges thoroughly.

Information obitained during the course of an investigation will be maintained in confidence,
consistent with the law. It will be released only to individuals who have a need to know, e.g.,
individuals who will enable the Town to investigate the charges thoroughly.

Individuals who knowingly make false statements during the course of o harassment
investigation may be subject o discipline, which may include discharge, All employees are
expected to cooperate fully with such investigations.  Failure to cooperate fully may lead to
discipline, which may include discharge. However, the mere fact that a claim of discrimination is
not substantiated {or is withdrawn) must not lead to any adverse employment action, and the
Town undersiands its obligation to avoid unlawful retaliation.

Once the invesiigation is complete and the Town determines that harassment has occurred, it
will take immediate and appropriaie correciive action to discipline the harasser and prevent
sexually harassing conduct from occurring in- the future.  Sexual harassment is a form of
misconduct, and discipline will be enforced against individuals engaging in sexual harassment
and against supervisoty and managerial personnel who knowingly dllow such behavior to occur.

in some situations, the behavior may not be severe or pervasive enough o rise {o the level of
itegal sexual harassment, but it can still create an uncomiortable work environment for others.
Thus, the Town retains the right fo discipline behavior that it deems inappropriate and
unprofessional, regardless of whether it is illegal.

the Town will inform the complaining employee of the outcome of the investigation and of the
infernal remedies available. The complaint procedure will provide for follow-up o determine if
the sexual harassment has been effaectively stopped.

The Town will not folerate unlawful retaliation against any employee who files a complaint,
supporis a co-worker in a complaint, or speaks as a witness in the invastigation of a complaint. |t
is also prohibited o discharge or in any manner discriminate against an employee who gives
information about an dlleged employer viclation, causes o proceeding o be instituted against
an employer, or testifies in a proceeding concerning an employer violation.

Employees who experience refdliation in the workplace are encouraged fo report i
immediately o Town management. Al allegations of retdliation will be investigated. When the
investigation is completed, anyone found guilly of retdliatory conduct will be subject to
discipline, up to and including discharge.

The Town will provide all its employees, supervisors, and managers with comprehensive sexual
harassment fraining, which explains prohibited conduct, outiines the Town's complaint
procedures, and details disciplinary and correclive actions.
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Sick Leave

Sick leave is a benefit to be used only in the case of actual iiness or injury which prohibits
employees from performing their duties.

Authorized sick leave shall be considered o be absent from duty, with pay, for the following
reqsons;

A. Personal iliness, physical quarantine, physical incapacity, or non-compensable
bodily injury, except where directly fraceable to employment by an employer
other than the Town.

B, when the employee is required 1o undergo medical, opfical, or dental
freatments, only when this cannot be accomplished on off-duty hours, and
provided the Chief Administralive Officer is nofified at least one (1} day in
advance of the day on which the absence is fo occur.

C. When the serious illness, as defined under the Federal Family & Medical Leave
Act, of a member of the employee's immediate family reguires his personal
attendance, when supported by a doctor's cerfificate.

The Town may require proof of illness for any authorized sick leave. In the judgment of the Town
Manager, proof of sick leave may include a doctor's certificate, or other proof of iliness or injury
from the employee's physician, indicating the nature and duration of the illness. Proof of iliness or
injury will not normailly be required for sick leave of less than thwee (3) consecutive working days or
less than eight {8) frequencies per calendar year. If the frequency rate rises fo eight (8) times,
doctor's certificate will be required for dll ilnesses unless waived by the Town Manager. The Town
may investigate and require proof of ilhess or injury for any absence for which sick leave is
requested. '

In order to have an absence counted as sick leave, the employee, on the first day of absence
due to illness or injury, shall nofify either the employee’s department head or his designaied
representative, of his illness or injury at least thirty {30} minutes subsequent to his normal time for
reporting to work, except where sufficiently limiting circumstances exist, in which case he shall
report as soon as practicable.

To the ext'eni dllowed by the Americans with Disabilities Act and other applicable laws, the Town
reserves the right fo require any employee to submit fo a physical examination by a doctor of the
Town's choice, the cost of the physical examination to be at the Town's expense.

Sick leave shall be earned by each regular, full-ime employee af the rate of one and one-fourih
(1-1/4) working days for each complete calendar month of confinuous service, the total of
which shall not exceed fiffeen (15} sick leave days in any twelve {12} months. Sick leave earned
in any month of service shall be available during any subsequent month.

The following shall apply to sick leave accumulation:

A, All unused sick leave of any regular, full-time employee during continuous
employment may be accumulated up to a maximum of one hundred twenty
{120} days.

B. The amount of each employee's accumulated sick leave on the day prior to the

effective date of this Agreement shall be credited toward his accumulated sick
leave under this Agreement.
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C. No credit toward accumulated sick leave shall be granted for fime worked in
oxcess of his normal workweek.,

D. Sick leave shall continue to accumulale during authorized leaves of absence
with pay,

The following shall apply to sick leave redemption:

A. An employee who has successfully completed the probationary period, upon
resignation without prejudice, shall receive, on the basis of his base rate of pay,
compensation for fifty {50%) percent of his unused, accumulated sick leave, as
severance pay, up to sixly (60} days maximum.

B. An employee who is discharged, or resigns with prejudice, shall receive no
compensation for any of his unused, accumulated sick leave.
C. Upon refirement or death of a regular, full-time employee, eighly (80%) percent

of his unused, accrued sick leave shall be remitted on the basis of his current base
rate of pay to the employee, or his estate, up fo a maximum of sixty {60) daiys.

L. An employee, who is subject to a layoff without prejudice, may elect to receive,
on the basis of his base rate of pay, compensation for fifty {50%) percent of his
unused, accumulated sick leave, as severance pay, up {o ninety (90} days
maximum. If an employee elects the above, he will forfeit all sick leave on the
books if recalled at a iater date regardless of his seniority.

Sick leave shall be used in at least two hour increments.

Any abuse of the sick leave policy mqy result in disciplinary action, up fo and including
discharge. '

Smoking

Effective January 1, 1991, smoking was prohibited throughout dll town {public} buildings. This
policy was adopted by the Town Council in November 1989 in light of the negative health
effects particularly those of second hand smoke to occupants in Town {public) buildings, as well
as the protection of public records and fire safety.

The Town recognizes the right of its employees 1o work in an environment free of tobacco
smoke. Therefore, smoking or other use of tobacco products (including, but not limited to, pipes,
cigars, or chewing tobacco) is stictly prohibited on Town premises {unless permitied in
desighated areas outside of the building).

This policy applies to all areas of the bullding occupied by Town employees, including offices,
haliways, wailing rooms, restrooms, lunch rooms, elevators, meetings rooms, eic.; all Town-
sponsored off-site conferences and meetings; dll vehicles owned or leased by the Town; all
visitors to Town premises; all contractors and consultants and/or their employees working on
Town premises; and all temporary employees. Employees who violate this smoking policy will be
subject to discipline, up to and including termination.

The Town will comply with all state and local ordinances controlling smoking in the workplace.
Employees with inquiries or complaints about smoking in the workplace are asked to report them
o Human Resources,

What employees do outside of working hours and off Town premises will not be the basis of any
disciplinary action,
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Social Media Policy
1.0 PURPOSE:

To provide guidelines for conduct by Town Employees who use Sociagl Media and Social
Networking to interact with customers on behalf of the Town of East Hampton.

Each Town of East Hampton social networking site shall include an introduciory statement which
clearly specifies the purpose and topical scope of the blog and socidl network site. Where
possible, soclal networking sites should link back to the official Town of East Hampton Infernet site
for forms, documents and other information

2.0 SCOFE:
All Town Employees

3.0 DEFINITIONS

3.1 “Social Media” are various forms of discussion- and information-shating tools, including
social networks, blogs, video sharing, podcasts, wikis, message boards and online forums.
Technologies include picture and video sharing, wall postings, e-mail, instant messaging.
and music sharing, to name a few. Examples of Social Media applications include, bui
are not limited to, Google and Yahoo Groups (reference, social networking): Wikipedia
freference); MySpace and Facebook {social networking); Youlube {social networking
and video sharing); Flickr {photo sharing); Twitter {social networking and microblogging);
Linkedin {business networking); and news media comment sharing/blogging. This policy
covers all Social Media fools, both current and fuiure.

3.2 “Soclal Nelworking” is the practice of expanding one's business and/or social contacts
by making connections through clubs, organizations, phone contacts, wiliten
correspondence or through web-based applications. This policy focuses on Social
Networking as if relates to the Internet to promofe such connections through Web-based
groups established for that purpose.

4.0 RESPONSIBILITY

4.1 it is the responsibility of the Town Manager's Office {or hisfher designee) to act as the
Town's official spokesperson dnd mainidin the Town's official Web presence via Social
Media/Networking and the Intermnet.

4.2 It is the responsibility of il Town Departments and employees who want fo engaoge in
Social Media/Networking in an official capacity for their Department or division to
coordinate this activity with the Town Manager's Office.

5.0 POLICIES

5.1 Town employees waniing 1o creale and maintain Depariment-specific social medid
applications separate from the Town's applications must obtain approval from the
Department Director and the Towh Manager. Departments must provide specific reasors
for maintaining separate social media applications. If approved, the Department
Director and Town Manager will periodically review each application, Those that do nof
meet the Town's infended goals and objectives may be removed af any fime.

52 All Town of Fast Hampton social media sites must adhere to all applicable federdl, state
and locat laws, regulations and policies.

53 The Town reserves ihe right to restict or remove any confent that is deemed in
violation of this policy or any dpplicable laws. Social Networking content or
comments containing any of the following will not be allowed for posting:

a, Comments or material not topically related to the sife or arlicle being
commenied upon;
b. Profane language or obscene content;
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C. Content that promotes, fosters or perpetuates discrimination on the basis of race,
creed, color, age, religion, gender, marital status, siatus with regard to public
assistance, national orlgin, physical or mental disability, or sexual orientation;
Personal attacks, insulis or threatening language;

e. Plagiarized maferial; private, personal material published without consent; or
potentially libelous material;

Conduct or encouragement of itegal activity,

a

-

g. information that may tend to compromise the safety or security of the public or
public systems;
h. Commercial promotions or spam;

Crganized political activity.

All Town of East Hampton blog authors and public commenitators shall be clearly
identified. Anonymous blog postings shall not be allowed.

K. Enrollment of public commentators shall be accompanied by valid contact
information, incleding a name, address, and email address.

—- —r

7.0 APPENDICES:
Social Media Networking Agreement Form

Solicitation

The Town does not allow solicitation on its property. Anyone who comes ento Town Hall or iis
annexes 1o solicit its employees for any reason will be asked to leave and if necessary, escorted
off the premises. .

The same rule applies to persons who come onto Town property fo distibute flyers or other
literature. Any employee who is approached by someone wanting to sell something or hand
something out is asked fo call Human Resources immediaiely.

During work fime, employees are expected to devote their fime to work activities. Social
solicitation activities are to take place only during non-work time in areas where the employees
will not disturb ofher people who are working. In addition, distribution of flyers and literature must
be done on non-work time and only with the express written permission of Human Resources.

All requests for such actlivities will be in accordance with these standards:

o whether the aclivity would interfere with work performance or be offensive to other
employees;
whether the activity is governed or prohibited by law;
the relevance of the activity 1o the workforce as a whole {e.g.. a recreationat
program for employees would normally be approved: an announcement by an
outside organization, such as a professicnal feam, might not};

o wheather the activity would affect the customers or visttars® impression.

The decision by management as to whether literafure will be dllowed io be diskibuted will be
final and binding. Employees who violate this policy will be subject o discipline, up fo and
including discharge.

Employees are prohibifed from using Town fax machines, computers, and olher electronic
communications systems for soliciting information that is not relaled to Town business, Also, Town
equipment or supplies may nof be used to reproduce or dishibute terature.
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Substance Abuse

This policy reflects our commitment fo our employees and our belief that drug or alcohol abuse
poses a serious risk, not only to the individual but to other employees and the Town's future as
well. In addition to emphasizing the Town’s belief that safety and health are essential, the policy
also underscores our firm commitment fo a drug-free workplace.

The possession, use, of sdle of alcohol, unauthorized or iltegal drugs, or the misuse of any legal
drugs on Town premises or while on Town business is prohibited and will constitute grounds for
termination.

The term “Town premises” includes Town offices, work locations, desks, parking lots, and any
vehicle engaged in Town operation.

Employees who come o work under the influence of alcohol or any illegal drug will be subject
to discipline, up to and including termination.

The Town will establish procedures as it finds necessary to effectively enforce its drug policy. That
includes a requirement that employees cooperate in personal or facllily searches when there is
reason fo believe {consistent with the law) that drugs or alcohol are present, when their
performance is impaired, or when their behavior is errafic. Refusing to cooperate with these
procedures may be cause for disciplinary action, including fermination.

Prohibited items will be confiscated and tumed over fo law enforcement officials when
appropriate.

Employees are responsible for prompily repbrﬁng to Human Resources any use of prescribed
drugs which may affect their judgment, performance, or behavior.

Telephone

The Town maintains ifs telephone equipment for business purposes. [t is recognized thaf some
personal telephone calls are necessary, Employees are allowed to make/receive a reasonable
number of personal calls. However, they should be as brief as possible to avoid interfering with
employees' normal work of with business use of the telephones.

If o supervisor believes an employee is abusing his/her telephone privileges, the matter will be
hondled under the Town's progressive discipline systom.

Cellular telephones issued by the Town are the property of the Town and must be retumed upon
the employee's termination or resignation.

The Town's voice-mail system is for business use only. The Town maintains the right o monitor all
messages to ensure compliance with this policy.

When using the voice-mail system, it is expected that all employees freat customers, co-workers,
and others with courtesy. Foul, inappropriate, or offensive messages, such as racial, sexual, or
refigious sturs, are prohibited.
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Termination

it Is our policy fo retain, to the extent consistent with Town requirements, the services of dll
employees who perform their duties efficiently and effectively. However, it may become
necessary under certain conditions fo terminafe employment for the good of the employes
and/or the Town.

A supervisor or manager who feels discharge is in order will submit a recommendation for
discharge o the Town Manager. The recommendation will include copies of all collected
documentation and assurances that dll the reauirements of the Town's processes have been
observed and documented.

Each termination wilt be judged on its own merifs.

Nothing contained in this Handbook is intended to create, nor shall be construed as creating, an
express or implied contract of employment or guarantee of employment for any term. In case of
a conflict, any applicable union confract/collective bargaining agreement, ordinance, stalute or
charier shall conirol; however, In the absence of such a provision, employment is at-will, and may be
terminated by the Town or the employee at any time without or without cause,

Employees who decide to leave the Town through resignation are expected to give at least two
{2} weeks' notice and more if possible. Fdilure to give proper notice will become part of ihe
smployment record and will be noted in any reference requests, and wil serve o deny the
employee any right to any post-termination benefits.

Upon both voluntary and involuntary termination, Human Resources may conduct an exit
interview with the terminated employee o atiempt to uncover important information about the
employment relationship,

Time Clock / Time Sheets

Non-exempt employees are required fo "clock in'" or "sign in" al the beginning of their workday
and “clock out" or “sign out” at the end of their assigned workday.

Any time an employee leaves the workplace duiing the workday, on other than work- related
business; the employee must clock out or sign out. Upen refuming o work, the employee must
clockin orsign in.

Employees must have previous supervisory approval to work overtime. This includes pre-
approval to clock in early or clock out late or sign in early or sign out late or work through lunch.
Employees who repeatedly clock in or sigh in edily or clock out or sign out late or work through
lunch without supervisory permission will be subject to discipline.

No employee may clock in or out for another employee, Any employee found clocking in or
out for another employee or having another employee clock in or out for them will be subject to
disciplinary aclion,

1§ is the responsibility of each employee to monitor their time and to advise their supervisor
immediately of any problems. If the supervisor determines there are problems, the supervisor
should note the employee’s time worked and inform the Payroll Department of any changes.
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Only authorized supervisors may alfer information on a time report. Falsification of fime records
may be grounds for discipline, up to and including termination.

Time records must be received by the Payroll Departiment no later than 10:00 am on the
Monday preceding o pay dale.

Tuition Reimbursement

The Town shall provide for reimbursement for ali tuition and books needed by an employee
attending an accredited school on job related courses, approved by a supervisor and the Town
Manager and with documentation of a C or better grade once they have completed one year
of service.

Reimbursement of all tuition, books and other cosis are up to a maximum of $1,000 per calendar
yvear for undergraduate or work-refated courses and up to $1.500 per calendar year for
graduate-level courses.

Seminars and conferences are o be approved by supervisor and the Town Manager. Any
books purchased will remain the property of the Town.

Vacation

it is the practice of the Town {o provide full-time employees with an annual paid period for rest
and relaxation. The objective of vacations is the mainienance of employee healih and mordle.

The Town reserves the right fo determine vacation schedules, o rearrange vacation schedules
af any time. Further, the Town may alier ils Vacation Policy at any fime. The Town will attempt
to grant all employees vacation ot the time they desire to take it. However, the Town must
maintain adequate stafiing at all fimes. Therefore, vacations must be scheduled in advance
and with prior written approval of the employee's supervisor. Where conflicis develop, they wil
be resolved as fairly as possible.

Regular, full-time employees shall be eligible for annual vacation leave paid at (i} thirly-five (35)
hours times employee's straight time hourly rate at sald employee's normal weekly salary and {ii)
forty (40} hours times employee’s sfraight time houwly rate at said employee’s normal weekly
salary, exclusive of overlime for each week, in accordance with the following schedule:

Length of Continuous Service Vacation Leave Earned

Less than one (1} year ] zero (0) days*®

Upon complstion of one (1} year ten (10) days

Upon completion of five {5) years fifteen {15} days
Upon completion of ten (10) years twenty (20} days
Upon completion of fifieen {15} years iwenty-five (25} days

*After six {6) months, an employee in good standing may be
permitted o take five {5) days of vacation from the ten (10} days
he/she will earn upon the completion of one {1} year of service.

Department heads or supervisors will earn fifteen (15} days of vacation per year beginning afier
completion of one (1} year of service.
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Years of service for determining vacation eligibility hereunder shall be based upon full years of
employment and the employee's anniversary date of employment shall be used.

Requests for vacation time shall be made in advance and shall be granted where practicable
to employees in accordance with seniority dghis within classification. Yacation requests made
wilthout notice will be considered in light of operaiing needs and vacation schedules. Fhere will
be no mass shutdown for vacation purposes. The minimum vacation period that may be taken
al any fime is two hour increments,

Employees shall be allowed to accumulate unused vacation leave from year to year up fo a
maximum of thirly {30) vacation days. The Town has the option to purchase excess
accumulated vacation time from employees who have maintained same under this Section.

When o holiday occurs during o regular vacation, such holiday shall not be charged to the
employee's earned vacation time.

Normally, vacation days are forfeited upon any separation from employment, including but not
limited to termination or resignation. However, if the employee leaves the Town in good
standing, and provides at least iwo weeks advance written notice of his/her separation, the
Town may pay to such employee dll remaining earned vacalion.

Retiring employees may not ufilize vacation fime to extend the retirement date.

In the event of the death of an employee, the employee's accrued vacation fime shall be paid
fo the employee’s estate up to the maximum days permitied.

in case of a conflict, any applicable union confract/ colleclive bargaining agreement,
employment agreementi, crdinance, statute or charter shall conirol,

.Vehicle-Town Use

The Town Mandager or his agents when raequired o conduct Town business shall assign Town
vehicles to employees. Those employees o whom they are assigned in a manner, which is safe
and conducive {o the preservation and good operating order of the vehicles, shall use Town
vehicles. No employee shall operate a Town vehicle while under the influence of alcohol or
drugs. Subject to the interpretations noted herein under Guidelines, Town vehicles shall only be
used for matters relating to Town business.  All Town emplovees ulilizing Town vehicles shall
maintain a valid Connecticut driver's license, or any special licenses needed to operaie the
vehicle in use. Al the conclusion of each business day, tour of duty, or overlime work
assignment, Town vehicles shall be returned to their assigned parking locations. The following
types of employees may fake vehicles assigned to them home with the special permission of the
Town Manager, However, the Town Manager reserves the right fo review, prior o initiation, the
permanent assignment of any vehicle to any employee taking same home:

a) Employees (usually supervisary or administrative) who are subject fo call-out in the event
of a problem or emergency.

b} Employees who are required to atiend frequent evening meelings or work-related
assignmenis oulside the normal workday without exira compensation.

Guidelines:
1. The meaning of "Town Business" shall include dally work needs, authorized attendance
at professional and/or work-related meetings, classes, efc., in which the atiendee has a
legitimate involvement. Each employee wishing to leave fhe Town borders musf request
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permission prior to each occurrence from the Town Manager. The Town Manager may
also stipulate such conditions as he deems appropriate relative to such use on a
particular occasion.

2. Passengers within vehicles assigned to employees shall be fimited to other Town
employess, Town Officials and persons otherwise having a legitimate Town business
related reason for being passengers.

3. Family members or other persons shall not be allowed to diive Town vehicles. Town
vehicles are not supplied for family fransportation.

4. Town vehicles shall never be parked at localions which would be inconsistent with the
appropriate discharge of the employee's duties, the Town's codes, or the mission of the
Town.

5. Town vehicles shall never be used o conduct oulside employment or fo conduct non-
government related services during or outside normat business hours. Town vehicles are
net for personal use.,

6. Town vehicles shall not be used in connection with an employee's civic, fraternal,
recreational, entertainment or other leisure time pursuits,

7. The use of a Town vehicle is a privilege. All accidents involving any Town vehicle must be
reported to a supervisor and fo the Town Manager within 24 hours of the occurrence of
same. However, any and all accidents involving any Town vehicle must be reported at
the time of occurrence to the Police Bepartment for immediate investigation.

8. All employees utilizing Town vehicles are expected to report any maintenance or
mechanical problems o their supervisor and are required to comply with dll
conservation procedures and measures initiated by supervisors.

Penalties: ‘

Violations of the policy contained within this resolution will subject ihe employee fo the
withdrawal of driving privileges and will subject the employee fo disciplinary action up to and
including suspension and/or dismissal depending upon fhe seriousness of the infraction, the
intent of the person involved and the repetitiveness of violations.

Other rules that apply:
o Obey speead limils; excessive speed is a major cause of accidents,
e Buckie up; wearing a seat belf improves your chances of survival if you are involved in a
collision, -
Signal well in advance of turning, changing lanes or stopping
Maintain reasoncble distance; dllow for speed, road and weather condhions.
Obey dll traffic signs and signails with a full and complete stop.
Drivers will follow all applicable State and Federal regulations, including those involving the
use of cell phones and similar devices.
e Tickets and moving motor vehicle violations incurred while driving on Town business are o
be reported o the Town Manager within 24 hours.

e & @ 9

Violence

The safely and security of the Town's employees, customers, vendors, confractors, and the
generdl public are of vital importance. Therefore, acts of violence made by an employee
against another person’s life, health, well-being, family, or property will not be tolerafed.
Employees who are guilly of acts or threats of violence will be subject {o discipline, up fo and
including immediate termination.

The Town prohibits the following:

o any act or threat of violence made by an employee against another;
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o any act or threat of violence, including, but not limited to, intimidation, harassmeni, or
coercion;

e« any dact or threat of violence which endangers the safely of employees, customers,
vendors, contractors, or the generat public;

s any act or threat of violence made direclly or indirecily by words, gesiures, or symbols;

The Town has a “zero folerance for violence" policy. If employees display any violence in the
workplace or threaten violence in the workplace, they are subject to immediate termination.
No talk of violence or joking about violence will be folerated.

The possession, sale, or use of weapons is prohibited on all Town properly except as reguired to
perform your job. This includes, but is not limited fo, parking lots, buildings, Town-owned vehicles,
and vehicles being used for Town business except for any location on Town properly where state
or local laws apply.

Weapons are defined as firearms, knives, explosive materials, or any other object that could be
used to harass, Infimidate, or injure another individual,

It is o requirement that employees report to Human Resources any behavior that compromises
the Town's ability to mainfain a safe work environment., Al reports will be investigated
immediately and kept confidentict except where there is a legitimafe need to know.

Voting

it is the policy of the Town 1o give employees unpaid time off to vote when their work schedule
does not allow sufficient time off to vote before or after work,

Weapons

A safe working environment is very important {o all of us. For this reason, no employee or visitor
may enter Town property with any type of weapon unless soid weapoen is a required o perform
his/her job functions. This includes visible and conceadled weapons, even those for which the
owner has obtdined the necessary permits.

Possession of a vdlid concealed weapons permit authorized by the state s not an exemption
under this policy. To the extent allowed by law, our Town prohibiis employees, clients, visitors,
etc., from carrying weapons on Town property.

Town property includes parking lofs, buildings, Town cars, and cars being used for Town business
except for any location on Town property where state or local laws apply.

While this list is not all inclusive, weapons include firearms, knives, any explosive maleridls, or any
other objects that could be used fo harass, infimidate, or injure another individual.

This policy applies fo all employees, temporary workers, visitors, customers, and confractors on
Town property, regardiess of whether or not they are licensed to cany a concedled weapon.
The only exceptions to this policy are police officers, security guards, or other persons who have
been given written consent by the Town to cany a weapon on the property.

Any employee who delermines or speculates that an employee or visitor is carrying any kind of
weapon should nofily hisfher supervisor immediately. FEmployees shoufd not, under any
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circumstances, attempt to disarm another employee or visitor. Any employee found carrying o
concedled weapon will be subject to disciplinary action, which may include termination.

We reserve the right to conduct searches of any person, vehicle, or object that enfers onto Town
property. We may also search lockers, desks, purses, briefcases, baggage, toolboxes, lunch
boxes, clothing, vehicles parked on Town properly, and any other item in which a wedpon may
be hidden unless prohibited by state or local law. The Town may diso authorize searches by law
enforcement personnel without the employee being present.  Employees have the right o
refuse such a search, but they may be terminated for doing so.

Anyone in violation of this policy will be asked to leave the premises immediately. The Town may
make a report of the incident o local law enforcement personnel conceming a violation of our
wedadpons policy.

Whistleblowing

The Town will protect employees who report in good faith what they reasonably believe to be o
violation of state or federal law or conditions or practices that would put the health or safety of
employees af risk.

We ask thal employees first report the alleged violation, condition or practice to their supervisor
or the Human Resources Department and give the Town time fo remedy the situation. No
employees will be discharged, threatened or disciiminated against in any manner for reporting
in good-faith what they perceive fo be wrongdoing.

These are some of the activilies which all employees have a right to participate in without being
subject to disciplinary aclion or harassment:

o filing discrimination charges with the Equal Employment Opportunity Commission
or a state human rights agency;

o filing unfdir labor practice charges with the National Labor Relations Board or a
state agency;

o filing a Workers' Compensation claim;

o filing a complaint with Occupational Safety and Health Adminisiration albout

safely hazards or refusing an assignment because of fear that it might be

dangerous;

engaging in lawful union activities;

claiming an equal pay or wage/hour law viclation;

opposing or publicizing policies that violate faws;

reporiing fraud, corruption, or other forms of lawbreaking covered by the

American Recovery and Reinvestment Act, the Racketeer Influenced and

Corrupt Organizations Act, the Sarbanes-Oxley Act, the Whistleblower Protection

Act of 1989, or siate whistleblower statutes.

o 0 Cc 0o

Work Assignmenis

As far as practical, every employee will be assigned a regular job. Howevaer, iliness, absence,
vacalion or other circumstances, may make it necessary, at fimes, o be reassigned o another
job within a division.
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Workers’ Compensation

Workers' Compensation Insurance provides benefits for job-related injuries.  All employees are
covered and the entire cost of this insurance is paid by the Town.

Each employee shall come under the terms of the Worker's Compensation Act for injuries which
occur while the employee is engaged in the performance of his duties. Employees are covered
by Worker's Compensation Insurance and are paid stated amounts due o injuries received on
duty. The Town, in case of injury incurred in the line of duty, shall supplement the payments of
the insurance company so the employee will receive his full base rote of pay duiing his absence,
for a period not fo exceed one hundred eighty (180) work days.

One way to keep our Workers' Compensation costs under confrol is to work safely and {ollow all
rules and reguiations. The Town will enforce dll safety rules, and employees who violate them will
be disciplined, up to and including terminalion.

Employees should report injuies immediately so that they can receive fast and effective
freatment, Forms for reporting injuries may be oblained in the Human Resources office. If the
employee is unable to fill out an injury report due fo the nature of the employee’s injury, his/her
supervisor should obtain a form and fill it out for the employee.

The Town of East Hamplon participates in an Employers Medical Care Plan filed with the
Connecticut Workers Compensation Commission. The Employer Medical Care Pian allows the
Town of East Hampton to direct employees to a network of medical providers for freatment of
work related injuries and ilinesses. Employees are obliged fo obfdin treatment from providers in
the approved network; failure fo do so may suspend the employee's right to receive workers
compensation benefits, subject to the order of Workers Compensation Commissioner.

Work Schedule

REGULAR WORK SCHEDULE .
Generally, a normal workweek consists of either thirty-five (35) hours or forly (40) hours worked
Monday through Friday. Some departmenis may differ. Each employee is expecied to
complete a normal workday and work week and work whatever reasonable additional hours
are required to meet the Town’s needs.

Certain jobs require employees fo work a different schedule, as established by the
Supervisor; i.e. Police department, part-time employees, etc.

All non-exempt employees who are asked to perform authorized overtime in excess of seven (7)
hours or eight {8) hours {depending on the position) In any one {1} day or thirty-five {35} hours or
forty (40) hours in any one {1) week shall be paid at the rate of time and one-half (1-2) his/her
regular base rate of pay for such authorized overfime. Exempt employees should refer fo the
Compensatory Time Policy. Al overtime and/or compensatory time requests must be properly
authorized in advance by supervisor and the Town Manager.,

Each employee may have two (2} fifteen {15) minute breaks each workday, one in the moming
and the otherin the affernoon.

Lunchiime is not included in total hours worked and is unpaid time, Conneclicut State Law
requires employers to provide at feast 30 consecutive minutes when the employee works at least
7.5 consecutive hours a day. Generally, this time must be scheduled somelime afier the first two
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(2} hours worked and before the last two {2} hours worked. The immediate supervisor will inform
employees of scheduled break and/for lunch periods. Working hours may be altered by ihe
Town.

Hours of work are determined by the employee's work location and job descripfion. The
following office hours currently apply:

o Town Hall including Youth & Familly Services, Facllilies Manager, Building Deparment:
Monday, Wednesday & Thursday:  8:00 am - 4:00 pm; Tuesday: 8:00 am -~ 7:30 pm; Friday:
8:00 am~ 12:30 pm,

o Llbrary: Regular Hours (September through June}

Monday, Tuesday, Wednesday: 10 a.n. - 8 p.m.

Thursday, Friday, Saturday: 10 a.nt, - 5 p.m. Closed Sunday

Surmmer Hours {July and August} Monday, Tuesday, and Wednesday: 10 a.m, -8 p.m.
Thursday, Fiday: 10 am. - 5 p.m. Salurday: 10 am, - 1 p.m. Closed Sunday

o Publlc Works:

Monday-Friday 8:00 am-3:30 pm.
o Senlor Center:

Monday, Tuesday, Wedneasday & Thursday 8:30 AM - 4.00 PM, Fiday 8:30 AM - 3:00 PM
» WPCA:

Monday through Friday, 8:00am to 4:00pm
» Parks & Recrediion;

Monday —~ Friday 8:00 AM - 4.00 PM
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SOCIAL MEDIA NETWORKING APPROVAL/AGREEMENT FORM

Name:

Position/Tille:

Department:

Division:

Social Media Site Being Suggested:

Godils of Proposed Site:

Approved by Department Manager:
{Manager Signafure) {bate}

Approved by Town Mdnc:ger:

{Town Manager Slgnature) {Date)

| agree to use Town -approved Social Media Sites for Town business as appropricte, | understand
that | must have approval from my Department Manager and the Town Manager to create a
Social Media Site on behalf of the Town.
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TOWN OF EAST HAMPTON, CONNECTICUT

ADVANCE REQUEST FOR AUTHORIZATION OF OVERTIME / COMPENSATORY TIME

From: Title: Date of Request:

Reason for overtime / compensatory time:

Authorized in advance by

{Department Head) (Date)

Employes is authorized to work overtime / compensatory time as indicated below:

Time of Day . Worked
’ " ours Worke
Date From To Hours Authorized Actual
TOTAL
(To be signed after actual work performed)
Signature of Employee Date
Signature of Supervisor Date
Signature of Department Head Date
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Town of East Hampton

Employment Acknowledgment

I understand that | am responsible for reading and keeping a copy of this Handbook. |
acknowledge that | have read the foregoing handbook and understand their content and
effect. | further understand that this handbook does not create any express or implied coniract
and that the Town at any time may add, modify, eliminate or otherwise change the policies ond
provisions confained in the handbook.

| also understand that unless otherwise provided by 1) any wiitten coniract that has been
offered to me, 2} any applicable collective bargaining agreement provision, or 3) siatute that
applies to me, employment with the Town is employment at will, which means that | am free to
resign at any time and | may be terminated from employment by the Town at any fime, with or
without cause or prior notice.

| further acknowledge that the Town reserves the right to alter, reduce, suspend or eliminate any
practice, rule, policy or benefit in whole or in part at any time with or without notice. |
understand that | am responsible for reading and keeping a copy of the Handbook and any
written changes that are provided fo me.

Upon termination, | will refurn to the Town this handbook and any other items thai belong to the
Town,

Signature of Employee:

Prinfed Name of Employee:

Date:
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